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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purpose of this study was to survey the li tere.ture on 
motivation in shorthand - transcription and to summarize those 
articles which were found to be most helpful to the classroom 
teacher of shorthand - transcription. 
Justification of the Problem 
One of the most important phases of teaching shorthand is 
selecting motivation devices that will relieve the monotony of 
daily drill and dictation. Classwork that is carried out in 
the same manner each day is bound to result in loss of interest 
and lack of attention. In regard to drill work Twomey says:1 
It is by doing the same thing over and over at 
more or less regular intervals that we learn how to 
do. Repetition, however, will produce effect only 
w hen it is accompanied by interest and conscious 
attention •••• The more manifold and varied the 
repetition, the greater will be the interest and 
attention, the better the attitude of mind, and 
consequently the larger the results. Our best work 
is done under the stress of interest. 
1Twomey, Mary M., "Motivation of Shorthand, "Master's Thesis, 
Boston University, 1925, P• 5 
The shorthand teacher should make every effort to create a 
pleasant classroom atmosphere by using devices that will make 
drill work varied and stimulating so that pupils will respond and 
learn. 
This study should prove most helpful to the classroom teacher 
of shorthand as a great deal has been written about shorthand 
motivation. but little has been done by way of summarizing this 
material. 
The articles summarized in this thesis s hould help to 
increase sho1·thand skill as well as enrich the shorthand program. 
Delimitation of the Problem 
1. The articles analyzed were limited to business education 
magazines and periodicals. 
2. The devices summarized pertained to Gregg Shorthand, 
although many of them could be adapted for use with other 
shorthand systems. 
3. Articles written prior to 1949 were concerned with the 
Anniversary Edition of Gregg Shorthand, and those written since 
1949 with the Simplified Edition. 
4. The literature summarized was selected on the following 
bases= (a) articles for the improvement of speed and accuracy in 
shorthand; (b) articles for the improvement of spelling , business 
terminology, ani punctuation as they apply to shorthand skill; and 
2 
(c) articles for their importance in enriching the shorthand 
program. 
7. The motivation devices which were not summarized were 
similiar in nature to those already included in the analysis or 
were not considered of great importance for classroom use. 
3 
CHAPTER III 
PROCEDURES 
1. A questionnaire was sent to 1500 Business Departments 
of our larger high schools and private schools. 
2. References to numerous articles on shorthand -
transcription motivation were found in the Business Education 
Index. 
3. Magazine articles were selected for analysis on the 
following basess (a) articles presenting audio-visual aids 
which seemed to contribute most to stenographic skill. (b) 
articles which gave a specific motivating device for first-
year shorthand. (c) articles which gave a specific motivating 
device for second-year shorthand transcription, (d) articles 
which contained devices which can be used effectively by 
teachers in the classroom. 
4. A. description of each motivation device selected was 
included in the study with an· illustration of the device 
wherever possible. 
5. For each article. or reply. a reference was made to 
its author or originator. 
4 
INTRODUCTION 
Now, more than ever before, the teachers of shorthand-transcription 
are faced with a -tremendous challenge; the challenge of training students for the 
business world. 
. Many of our students go directly from high school into the business world, 
where employers expect them to do satisfactory work. If their work isn't satisfacr-
tory. the employers complain. Whether their complaints be just or unjust, it is up 
to us to do the best job of training that we can do. And so, the future personal 
efficiency of every student in your classes depends critically on how well you do in 
ge-tting over with him the fundamentals of shorthand-transcription. 
That business teachers recognize this fact is indicated by the response I 
received when I sent out over 1500 questionnaires to the heads of the Business 
Departments of our larger high schools a.I;l.d private schools; also by the numerous 
articles which appear in the professional magazines and periodicals. 
In my questionnaire, I asked the teachers if they would be willing to con-
tribute their most succe.ssful teaching methods in shorthand-transcription. I told 
them nothing necessarily elaborate was expected because, after all, we know that 
the best teaching methods, those whi~h actually get across with pupils, are some-
times quite simple. The response of these top teachers of shorthand was quite 
gratifying. Their original sugges-tions form the backbone of this book. 
In addition, I searched the recent educational periodicals, and the latest 
books on teaching of shorthand for other valuable ideas. 
11SUCCESSFUL DEVICES FOR TEACHING SHOR THAND-TRANSCRIPTION11 
is just what its title claims it to be and no more. It is not a textbook to be put into 
the hands of students; rather, it is a carefully collected, coordinated manual of 
ideas for the teacher. 
At the end of each suggestion you will find the name of its author or ongln-
ator, and the source where it may be found in its original complete form. Unless 
o t herwise indicated, the statement of the idea is an exact quotation from its au thor, 
although of cours~, conde.nsed to its essence. Wherever it was impractical, be-
cause of the length of the original source~ or for any other reason, to bring you 
the teaching idea in the author's e x act words, I have preceded his name by the 
words 11 adapted from. 11 Whenever the author's name is preceded by the words 
••contributed by,'' that means that the idea in question is an original contribution 
by its author to this book. 
Aside from a few brief introductory comments, I have offered the devices 
without comment, usually in the words of the author. I am confident that you wi ll 
find in this manual, something to use at once in your class r ooms , and effective 
procedures to help you every day in the school year. 
Aside from the various devices presented to you in organized fashion, 
I have also included, starting on page 141, a short play by Christobel M. 
Cordell, entitled 11 Take a Letter, Please." As you probably know, dramatics 
as a teaching device is growing fast in popularity. At Boston University, of late, 
a high percentage of educational theses are devoted entirely to dramatic teaching 
presentation~. I felt, therefore, that this book would be made more versatile by 
the inclusion of one such complete dramatization. 
I wish to express my sincere thanks to J. Weston Walch, for his 
valuable guidance and assistance in the preparation of this book. 
Wayne A. Alston 
Instructor, Shorthand and Typing 
Portland High School 
Portland, Maine 
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I. 
1. 
1. 
SOME UNIQUE AND EXCITING IDEAS TO IMPROVE THE ABILITY OF 
YOUR STUDENTS TO READ AND WRITE SHORTHAND. 
Speeding Reading, To facilitate calling on students to read 
from the day's assignment, type the name of each student on a 3 x 5 
card, Shuffle the cards each day to change the order and follow them 
in calling on the individuals to read, Reading will be finished quickly 
and no one will be missed. Cards of absent students may be placed 
aside to be used in recording absences. Occasionally students can 
take care of the reading while the teacher attends to routine chores, 
She will have no trouble keeping one ear tuned in to the reading, 
Delta Pi Epsilon Committee 
11 Good Classroom Practices in 
Business Education•• 
South- Western Publishing Company, 1953, page 38 
2, Motivating Oral ReadinQ', To encourage elementary shorthand 
students to read aloud the shorthand plates while copying their home-
work, have the students read aloud in class while copying from the 
textbook the connected matter customarily dictated as preview matter, 
Delta Pi Epsilon Committee 
11 Good Classroom Practices in 
Business Education11 
South-Western Publishing Company, 1953, page 38 
3, (For Beginners) At the end of the teaching or drill part of the 
4 .• , 
class period I have students type the reading exercise double space for 
a number of minutes, Then they close their texts and write the short-
hands notes in the extra spacing for a timed period, This device pre-
pares students for dictation and those who get nervous at beginning dicta-
tion drills often work out of it into speedy writing this way. 
Contributed by: 
Mrs, Pearl Bryant 
Carr Central High School 
Vicksburg, Mississippi 
Students feel more important when they hear their names called •. 
So, when students read back their shorthand,ke ep each student down 
to not more than a sentence. Thus, more will read and hear their 
2. 
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names. Never call by rows with a simple 11next! 11 , Instead, choose 
readers at random, calling them quickly in a staccato manner, Use 
names! 
Adapted from: Bernard E. Budish, 
Dickinson College, 11 My Favorite 
Devices for Making Shorthand Lively. 11 
Business Education World 34:12, September, 1953 
5. 
In 
Speed in reading, and consequently in writing, can be obtained 
by many methods. One technique is to devote two or three minutes 
during the class to individual, timed, silent reading. St].ldents can 
quickly compute their words a minute from the key and record them 
on the inside cover of their notebook. As they refer to former 
reading notes, incentive is strong to break their own record. 
Marian Kilbourne, State College of 
Washington, 11 Let Your Students 
Help You Teach. 11 
United Business Education Association Forum 6:27, March, 1952 
6. Your students will limp through shorthand reading as they do 
In 
the printed page unless they are guided into the proper channel of 
habits. Your remedial reading program begins the first day of 
the shorthand class - insist on the proper reading habits from the 
beginning. During class readings you must watch as closely as you 
listen to ferret out incorrect reading habits. Are certain students 
pointing to the words? Are any papers held unnecessarily close to 
the eyes? Do any lips move during silent reading? Are any of the 
students using longhand notes in their shorthand material as a 
crutch? Some of the minor points can be corrected quite casually 
by taking Jane 1 s hands from her book and having her rest them in 
her lap, by exchanging your unmarked book for Peggy's which has a 
hint of the translation. 
Ruth L o Larson, Assistant Professor 
of Business Education, Teachers College 
of Connecticut, ''Establishing Positive 
Reading Habits in Shorthand. 11 
United Business Education Association Forum 4:23, February, 1950 
• I 
... 
7. 
In 
SHORTHAND- TRANSCRIPTION 3 
Mistakes in shorthand reading are often due to a limited vo-
cabulary. Drill on word building will help. For example, let the 
students know that trans means across; sub, under; and :E.2.§..L. after., 
The students can then suggest familiar words which contain these 
prefixes, such as "trans-Atlantic, 11 ••submarine, 11 11post-mortem, 11 
and show their meanings by using them in a sentence. When the 
reading brings up an unfamiliar word which is a derivative , ask the 
student, "meritorious? . What word do you know that sounds like that? 11 
and write 11 merit 11 and ••meritorious 11 on the board. 
Ruth L . Larson, Assistant Professor of 
Business Education, Teachers College 
of Connecticut, "Establishing Reading 
Habits in Shorthand. 11 
United Business Education Association Forum 4:24; February, 1950 
8. 
In 
Many times inaccuracies are due to hasty, careless reading,. 
Similarly constructed or similar-sounding words - thorough, through, 
though, thought; expect, except, accept; etc •. - are usually misread 
by accident. If careful rereading of the letter does not bring the 
desired response, the student does not understand the word usage. 
Have the message expressed in a different manner by some other 
reader and show the student how the thought is a clue to the correct 
word. 
Ruth L . Larson, Assistant Professor of 
Business Education, Teachers College 
of Conne-cticut , "Establishing Reading 
Habits in Shorthand. 11 
United Business Education Associatlon Forum 4:24 , February, 1950 
9. Simple concert reading in the shorthand class raises serious 
objections. The faster readers are likely to get ahead of the others. 
Then too, the whole class is likely to make a mistake in its reading • . 
In either case , the teacher has to shout over the top of the din to 
bring the reading exercise to a halt. The preferred plan i s to have 
the class halt at the end of each sentence for further instructions ,. In 
a one sentence interval, there is not much chance for the group to get 
far out of unison. A simple 11 Repeat 11 or 11 Go on 11 will get the group 
under way again., If the class is told to 11Repeat 11 , it realizes an 
error has been made and will usually corr e ct itself on the following 
attempt. 
Adapted from: Louis A . Leslie , 
11 Methods of Teaching Gre gg Shorthand. 11 
McGraw Hill Book Company, 1953 , page 258 
4, 
10, 
11, 
12, 
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When students are reading from shorthand notes or from 
the textbook, if extra credit (one or two points) is given to any 
student detecting and correcting an er r or, a more active class 
participating interest evolves, 
Dividing a class into two teams and awarding e x tra credit 
in a spirit of competition to the winning team, helps to motivate 
all students to take part in the classroom work, Students appear 
to do more studying in an effort not to let their team down, and 
to help earn points to be the winning g r oup , 
Contributed by: 
Robert S, Benson 
Farmington High School, 
Farmington, Maine 
After about the first month of beginning shorthand I have 
my classes elect two team captains who in turn chaos e members 
of the class to be on their team, On Friday we have a "Read 
Down11 covering any or all of the assignments we have covered 
for the week, The first member of a t eam reads the first sentence, 
If he completes the sentence correctly without any hesitation over a 
word, then the other team member reads the second sentence; 
however if a team member hesitates over a shorthand word or 
misses it completely then the other team member starts reading 
where the error occurred and completes the sentence. The person 
who missed the word has to sit down, The losing team has to treat 
the winning team at the conclusion of t-,_e school year, This can 
either be a party at night or it can be a room party the last day of 
school, 
It's in the cards, 
Contributed by: 
Syble Taylor, 
Scottsbluff High School, 
Scottsbluff, Nebraska 
Use 3 11 x 5 11 cards with the name of a student on each card, 
Shuffle the cards, and even the teacher will not know who will read 
nex t,. A student never knows on which day he will read and, the r e-
fore, must be ready ever y day, This device is particularly helpful 
in large classes at the beginning of the first year course in shor thand 
when reading from plate notes is the major activity, 
Contributed by: 
Winifred Ketch 
Augusta High School, Augusta, Kansas 
... 
13. 
14. 
In 
1. 
SHORTHAND-TRANSCRIPTION 5 •. 
''Flash" cards _with brief forms on them for instant response 
from the class. 
2. Divide class into "odds" and "evens". Have one group write 
only the brief forms of a word list, and the other group write 
words that are not brief forms. If the wrong word appears 
in the wrong list, or is improperly written, the other side 
gets a point. 
3. Have class members read the brief forms in Simplified Man-
ual in three minutes or less. The teacher selects the direc-
tions in which they are to be read. With the Anniversary Man-
ual, the brief forms are to he read in 5 minutes or less. 
Contributed by: 
Richard H. Duffield 
Columbia City High School 
Columbia City, Indiana 
Because boys and girls are interested in seeing their names 
written in shorthand symbols, I try in the first few days of instruc-
tion in the beginning shorthand classes to write the name of each 
pupil on the blackboard for all the class to see. Most names are a 
simple combination of the letters of the shorthand alphabet and need 
no explanation. In a few cases, however, with a name such as 
Gloria (double vowel) for example, advanced shorthand theory is en-
countered. When a name requires application of an advanced short-
hand principle, it is written in shorthand, on the blackboard, given 
only the explanation that 11 your name in shorthand is extra special, 
and in few months we shall. learn why it is written that way. In the 
meantime, let's accept it." Ani fortunately they doL 
Dorothy Anderson, Palo Alto High 
School, Palo Alto, California, 
"What's in a Name?" 
United Business Education Association Forum 5:31, February, 1951 
15. As soon as the pupils are able to write shorthand they are 
encouraged to write their names in shorthand. Very often they 
discard the use of the longhand name and when handing in homework 
label it with their names written in shorthand. They proudly point 
out the symbols as being their names and get a little thrill in exhib-
iting the shorthand names to friends unacquainted with this fascin-
ating me.thod of recording. Of these friends who have not beeniniti-
ated to the course come to the teacher and say, "Miss Anderson, 
6, 
In 
SUCCESSFUL DEVICES FOR TEACHING 
will you show me how to write ..!!lY. name in shorthand? 11 A good 
selling device? Yes, indeed, 
Dorothy Anderson, Palo Alto High 
School, Palo Alto, California 
''What's in a Name? 11 
United Business Education Association Forum 5:31, February, 1951 
16, 
In 
After the class has become more adept at shorthand read-
ing, a little spice is added to the routine of class work by having 
a ''grab bag" of pupils' names, Each name is written in shorthand 
on a small slip of paper and placed in a bag, Members of the class 
then draw a name from the bag, decipher it, and give the name slip 
to the owner, This is fun for the pupils and also helps them to be-
come acquainted with each other, 
Dorothy Anderson, Palo Alto High 
School, Palo Alto, California 
"What's in a Name ? 11 
United Business Education Association Forum 5:31, February, 1951 
17' 
In 
Dictate a letter; have the pupils exchange notes and read 
the letter in concert, Again exchange notes (not with the owner) 
and repeat the concert reading, 
Since this activity calls for reading another pupil's notes 
without first reading his own, it is somewhat difficult, The ability 
should be developed gradually, After the letter is read, pupils ex-
change notes again, With a superior group of pupils, perhaps the 
notes could be transcribed, 
J, Frances Henderson, "Suggested 
Techniques for Improving the Teaching 
of Shorthand by Leslie 1 s Functional 
Method," 
Master 1 s thesis, University of Southern California, 1944, page 432 
18, (In reading shorthand plates) Give the pupil an opportunity 
to go back and make his own corrections upon completion of the 
passage, Making it possible for the learner to analyze his own 
difficulties is a sound educational principle, If the pupil can de-
termine his own errors after completing the pas sage, he should 
"' 
i 
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have the opportunity to correct them, One of the many advantages 
in this procedure is that it builds confidence in the pupil. 
J. Frances Henderson, 
11 Suggested Techniques for Improving 
the Teaching of Shorthand by L e slie 1 s 
Functional Method, 11 
Master 1 s thesis, University of Southern California, 1944, page 419 
19. 
In 
Have the pupils take dictation in different positions, such as 
the following: standing up, with the notebook on knee; writing on a 
piece of scratch paper; blindfolded (to get the pupils ready for dark-
rooms in studios); and over the telephone so one hand will be occu-
pied, 
These procedures provide interesting variations for the advanced 
pupils. Most teachers who had tried them reported that the pupils en-
joyed the variations, and that they had real educational value, 
J. Frances Henderson, 
11Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie ' s 
Functional Method, 11 
Master 1 s the sis, University of Southern California, 1944, page 412 
20, 
In 
As a part of manuscript training, dictate articles on office 
etiquette, business procedures, and duties performed by stenographers, 
Have notes transcribed, Place the best transcripts on the bulletin 
board, and save the better copies for departmental exhibits if such 
are sponsored, 
J . Frances Henderson, · 
11 Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie ' s 
Functional Method, 11 
Master 1 s thesis, University of Southern California, 1944, page 409 
21, Dictate material at a very uneven rate of speed as is custom-
ary in the business world; intentionally make a few grammatical 
errors and correct a few; ask the pupils to delete certain phrases, 
to scratch out notes and make corrections as the dictation continues. 
8. 
In 
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Have the letters transcribed and grade them on the basis of mail-
ability. 
J. Frances Henderson, 
11Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 409 
22. 
In 
Have the pupils, outside of class, type letters on their 
hobbies, what they plan to do after finishing high school, why 
they are studying shorthand, and other topics which will appeal 
to them. Dictate one or more letters daily until they have been 
completed. 
J. Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 404 
23. 
In 
Have the first sentence read by an individual pupil and the 
second read in concert, alternating sentences in this manner until 
the plate is completed. Repeat by having the class take the first 
sentence, and a pupil the second. 
This is an interesting variation which pupils like. It tends 
to speed up the concert reading. Going through the plate a second 
time provides some repetition which is conducive to skill develop-
ment. 
J. Frances Henderson, 
11Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 395 
24. In a l<i;rge school where there are a number of shorthand 
teachers, each teacher once a week gives special help to the 
pupils from all the shorthand classes, and attendance is taken 
and reported to the other teachers. A schedule is worked out 
,.. 
. 
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every six weeks and posted so that the pupils know the room num-
ber where the practice is to be held as well as the teacher 1 s name. 
This type of organized plan should appeal to most teachers. 
It conserves the teachers' time. It gives the pupils opportunity to 
receive criticisms and suggestions from other teachers,. perhaps in 
a slightly different way. This may result in increased stimulation 
which will challenge the pupil to improve. The slow pupils from each 
class may be able to help each other because of the similarity of 
their problems. 
J. Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 364 
25. 
In 
If it can be arranged, encourage the slow pupils to report to 
another section of the same class for additional reading and writing 
practice. This procedure has considerable merit because it provides 
additional reading and writing practice. Many teachers indicated 
that they had used it successfully. 
J. Frances Benders on, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 359 
26 .. 
In 
Encourage the pupils who ride stree t cars or busses to take 
down all the advertisements in shorthand, figure out outlines for t he 
new words, and transcribe their notes. Post the best advertise-
ments on the bulletin board. 
J. Frances Henderson, 
11Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie ' s 
Functional M e thod. 11 
Master's thesis, University of Southe r n Califor nia . 1944, page 352. 
27. Ask the superior pupils to try to get down all questions, 
answers, announcements , and whatever class discussion there 
10, 
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may be read during the hour, Once in a while, ask one of the pupils 
to read his notes, This technique may teach the pupils how to use 
their shorthand skill in their own personal work. 
J . Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method, 11 
Master 1 s thesis, University of Southern California, 1944, page 351 
28, 
In 
1. 
2. 
Encourage th e superior pupils to do the following: 
Take the words of popular songs on radio programs, 
Take slower radio speeches. 
3. Take sermons, Sunday school lessons, speeches, and lectures, 
Occasionally I encourage about six pupils to take the same dic-
tation and to get together and read their notes, filling in what they 
omitted if other pupils got it. 
J. Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master's thesis, University of Southern California, 1944, page 351 
29. 
In 
In the advanced class, encourage the superior pupils to report 
one minute-radio takes daily, Have their notes and transcripts 
turned in for very special credit, Post the best transcripts on the 
bulletin board. Use some of the most interesting to dictate to the 
advanced students, giving recognition to the pupils who submitted 
the: trans: cripts, 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method, 11 
Master's thesis, University of Southern California, 1944, page 347 
30, When dictating new material to the superior pupils at a 
faster rate, let the slower ones work on the next day's lesson as 
they require more time for preparing their assignments. Occa-
sionally, let the slower pupils review the day's lesson getting ready 
; 
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for dictation of plate material. Specify that they read a certain 
portion of the reading exercise, while you are dictating to the 
superior pupils. Then, dictate this passage to the slower pupils, 
while the superior ones read and correct their outlines. 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master's thesis, University of Southern California, 1944, page 337 
31. 
In 
Arrange for the s tudeht helper to dictate to the superior 
pupils while you help the slower and average pupils individually 
with their difficulties. Encourage the average pupils to try the 
faster dictation and get down as much of it as they can. 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method." 
Master's thesis, University of Southern California, 1944, page 335 
32. 
In 
Dictate material at progressively faster rates of speed; 
e. g., the first minute at 60, the nex t minute at 70, and the third 
minute at 80). You may increase the speed every half-minute. 
(Material must be marked off in advance.) This plan which is 
more effective with familiar than with new dictation material, 
provides a challenge which pupils enjoy. 
J . Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method." 
Master 1 s the sis, University of Southern California, 1944, page 333 
33. (In case of absence) Let an "A" pupil take the pupil who has 
been absent into a quiet place during the regular class period and 
listen to him read for about ten minutes. To a certain extent this 
procedure may penalize the superior pupil; however, it is 
12. 
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possible that assisting other learners with a .skill may help 
the superior pupil. 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Me tho d. 11 
Master's the sis, University of Southern California, 1944, page 3 30 
34. 
In 
If a number of pupils have been absent on the same 
day, on the following day go through the vocabulary drills and 
portions of the reading and writing exercises in class. This 
serves as a review for the other pupils. Many teachers 
follow this procedure, and there is not much else to do if the 
larger part of the class has gone to a football game• for ex-
ample. Teachers mus t be careful, however, to see that the 
pupils do not get the idea that if enough stay away the work will 
be repeated. 
J. Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method.'' 
Master's thesis, University of Southern California, 1944, page 326 
35. 
In 
(A possible plan of class organization) All the short-
hand classes elect officers who serve for about six weeks. The 
manager is responsible for the class. H e gets the pupils started 
on their activities if the teacher is detained, or if he is called 
from the room. The assistant manager takes care of telephone 
calls, receives visitors, handles announcements, etc. The 
secretary checks the attendance; collects the tar.dy and absence 
slips and sees that the teacher gets those that are necessary; 
checks i n the homework; helps to record marks; and takes care 
of the bulletin board. The two monitors are responsible for 
collecting and distributing papers, and they turn them over to 
the secretary. 
J . Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s the sis, University of Southern California, 1944, page 324 
; 
36, 
In 
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Arrange for a differenw pupil every week to serve 
as a receptionist, He will sit by the door and receive all 
visitors, handle all announcements, accept tardy excuses, 
etc, Work out a rotation so that all pupils will get the 
training, 
J, Frances Henderson 
11Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method, 11 
13, 
Master 1 s thesis, University of Southern California, 1944, page 321 
37' 
In 
In a small class, many teachers prefer to distribute 
the papers of the pupils individually, because this procedure 
enables them to discuss with the pupils some of their difficul-
ties, In a large class, it may be better to have the papers 
dis.tributed by class monitors, When the pupils place written 
work on a designated table as they come into the room, it makes 
impossible their reading in class the shorthand notes which were 
written outside of class, As a check on the homework assign-
ment many teachers like to have the pupils read some of their 
notes in class and occasionally transcribe some of the passages, 
After such work is completed the class monitors can collect it, 
The responses of the teachers indicate that a variety of pro-
cedures are used in collecting and distributing shorthand materials, 
but as many teachers pointed out the same procedures will not have 
to be followed every day, 
J, Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master's thesis, University of Southern California, 1944, page 319 
38, 
In 
Specifically point out the differences in the brief 
forms which are written similarly, Place enlarged forms on 
the board, and in all blackboard drills return to the often-
confused forms frequently, 
J, Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master's thesis, University of Southern California, 1944, page 315 
14, 
39. 
In 
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(In dictation) To develop word-carrying capacity, 
have the faster pupils wait until the end of the first sentence 
before beginning to write, When the pupils catch up with you, 
encourage them t n wait for you to get a sentence ahead, 
J, Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method, 11 
Master's thesis, University of Southern California, 1944, page 310 
40, 
In 
Encourage the bright pupils to write the short sentence 
twice, The pupils, if properly activated, will put forth extra 
effort to reach this objective, It builds speed and increases the 
fluency in writing. 
J, Frances He.nderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s the sis, University of Southern California, 1944, page 309 
41. 
In 
For about two months after introducing the pupils to 
writing, arrange for an "After-School Writing Club'', which meets 
twice a week for thirty minutes. Make the attendance voluntary, 
although a surprisingly large number of pupils come for additional 
writing practice, because they want to develop proper writing 
techniques which will enable them to keep up with the rest of the 
class. During the thirty minutes, give a great deal of attention 
to pupils individually while the others work on the writing of their 
homework assignments. 
J . Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by L e slie 1 s 
Functional Method, 11 
Master 1 s thesis, University of Southern California, 1944, page 301 
42, After the pupils can read and write the shor thand plate' 
easily, dictate the plate, substituting a few new words ,writ t en by 
"' 
In 
SHORTHAND- TRANSCRIPTION 15, 
the same shorthand principles for words found in the exercises, 
Have the pupils read their notes, as you place the new outlines 
on the board for concert reading, Point rapidly and at random to 
the new outlines and redictate the material at a faster rate, Check 
by a show of hands to see how many pupils were able to write all 
the new words, 
J, Frances Henderson, 
''Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master 1 s thesis, University of Southern California, 1944, page 292 
43. 
In 
For the introdl:LC tion of writing have the pupils write the 
shorthand forms for some simple slogan or nursery rhyme, because 
the initial jerkiness in the early writing is greatly eliminated if 
the pupils write familiar lines, 
J. Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master 1 s the sis, University of Southern California, 1944, page 287 
44, 
In 
Have the pupils remove a page of notes from their 
notebooks, and while they read their notes, ask them to encircle 
about six or eight of their best outlines, Collect the pages for 
evaluation. Praise the pupils for their good notes, and occasionally 
make a few suggestions for improving them, 
J, Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master's thesis, University of Southern California, 1944, page 286 
45, In the advanced class write on the board a short para-
graph of current timely material with the very best possible 
phrasing and fluency, Have the pupils read the paragraph two or 
three times and then write it in their notebooks from dictation, 
16, 
In 
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Encourage them to check their notes against the blackboard out-
lines to be sure they have correctly-written copies of the pas-
sage, During the week, have the pupils write several copies of 
the paragraph daily, outside of class, Just for the fun of making 
the comparison, ask the pupils to preserve their first copy, and 
at the end of the week, submit it along with the copy which, in 
their judgments, represents the best specimen of the passage. 
Collect the two copies from each pupil. Appoint a committee of 
three pupils to assist you in selecting eight or ten specim.ens which 
show the greatest improvement, Post both the original and the 
best copy for their eight or ten pupils on the bulletin board, Place 
a few comments on the other papers and return them to the pupils, 
J, Frances Henderson 
11Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Func tional Method, " 
Master 1 s thesis, University of Southern California, 1944, page 284 · 
46, 
In 
Dictate a familiar shorthand plate at an even rate of speed 
slowly enough so the pupils can get it down easily, Have it read 
back; then have one of the pupils dictate it as you go around the 
room, assisting the pupils individually with their difficulties, 
J, Frances Henderson 
••suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master 1 s the sis, University of St;Uthern California, 1944, page 282 
47. 
In 
Dictate one or two new words in every day's dictation, 
Tell the class they may get such words at any time, Urge them 
to write something {preferably by syllables) for each new word. 
Praise those who do even if the outlines are not always technically 
correct, 
J . Frances Henderson 
••suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 261 
• 
; 
48. 
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When a pupil hesitates on reading an outline, encour-
age him to look ahead two or three outlines to see if the rest of the 
sentence suggests the word to him. Looking ahead two or three 
words, no doubt,. will teach pupils to read more meaningfully. 
They must comprehend the material as they read in order to re-
ceive help from the reading of the two or three followingwords. 
J. Frances Henderson 
''Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 260 
49. 
In . 
Ask several questions, the answers of which may be 
found in reading the assignment. When the pupils have com-
pleted the reading exercise, have them answer these questions 
in shorthand to see how well they recall the content. Encourage 
pupils to reread the exercise, looking especially for these an-
swer3 .• 
J. Frances Henderson 
"Sugge s ted Techniques for Improving 
the Teaching of Shorthand by L e slie's 
Functional Method. 11 
Master's thesis, University of Southern California, 1944, page 258 
so. 
In 
In the advanced class only, dictate a series of con-
nected business le.tters, and after they have been read back, 
have a pupil, in a few seconds, explain the entire series of 
events described in the letters. 
J . Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie ' s 
Functional Method. 11 
Master's thesis, University of Southern California, 1944, page 257 
51. Occasionally, after you dictate a short letter and it 
has been read back, ask the pupils one or two pertinent questions 
on the content. Encourage short, concise answer s to complete 
the discussion in a few seconds, This technique provides a 
18, 
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challenge as well as a variation, for the pupils, Praise the 
pupils who give concise answers. 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master's thesis, University of Southern California, 1944, page 257 
52, 
In 
During the early learning stages, when a pupil looks 
up an unfamiliar word in the key, have him start reading the 
sentence from the beginning again in order to get the meaning, 
I£ he still reads it hesitatingly, encourage him to reread the 
sentence, This technique may help the pupils to get the 
meaning from a long sentence, I£ the pupil feels he is unable 
to read the sentence fluently, repeating it immediately will en-
able him to read it more meaningfully, 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Sl:or thand by Leslie 1 s 
Functional Method, 11 
Master 1 s thesis, University of Southern California, 1944, page 257 
53, 
In 
Write a paragraph on the board, Then point rapidly 
and at random to the difficult words to see which pupil can 
call out the words first, - After the pupils read as a group, 
select five of the superior pupils for a contest; then five of the 
average pupils, and five of the slower ones, In each group of 
five, see who can call out the outline first. 
J . Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master 1 s thesis, University of Southern California, 1944, page 255 
54. When dictating, indicate the phrases by voice inflec-
tions. This will not only assist pupils in writing the phrases 
but will also facilitate the reading of their notes more meaningfully. 
; 
In 
SHORTHAND-TRANSCRIPTION 19 
It may be preferable to use this activity in the early part of the 
elementary shorthand course to facilitate the automatization of 
phrases. Certainly in the advanced work, the pupils should 
learn to get the phrases without voice inflections; they should not 
form the habit of relying on any crutch. 
J o Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method. " 
Master 1 s thesis, University of Southern California, 1944, page 254 
55. 
In 
Encourage the pupils when reading shorthand notes to 
read through the entire phrase or clause to get the meaning; 
not to stop at the end of each word. Have the class read in 
concert a passage from the shorthand plate for the meaning, 
followed by an individual pupil reading the same material. The 
aim in having the material repeated by an individual pupil is 
to strengthen the reading of outlines as wholes. 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method. 11 
Master's thesis, University of S outhern California, 1944, page 253 
56. 
In 
Have pupils, occasionally, sit in pairs and read 
softly to each other, taking alternate sentences. Have all pupils 
start at the same time at a given point. When the exercise is 
finished, determine which pair read the farthest. The essence 
of the technique lies in the opportunity afforded for many pupils 
to read during a certain length of time. 
J. Frances Henderson 
''Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method." 
Master 1 s thesis, University of Southern California, 1944, page 249 
57. Occasionally, discuss the difficulties of the pupils in 
the class as such a discussion helps some pupils to know that 
, 
20, 
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other pupils have the same difficulties.. (For example, some 
pupils are very nervous, and their realization that other pupils 
have the same fear when they read will assist them in overcom-
ing their feeling of nervousness, ) 
J. Frances Henderson 
'''Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method." 
Master 1 s thesis, University of Southern California, 1944; page 249 
58. 
In 
Read with the class in order to set the pace. Stop to 
see if the pupils are continuing at the rate set for them; if they 
are not, start reading with them again to encourage faster reading 
of notes, If this activity is handled skillfully, it is very effective 
in speeding up the reading rates of all pupils. 
J. Frances Henderson 
''Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method, 11 
Master's thesis, University of Southern California, 1944, page 245 
59. 
In 
Tell the timid pupil the portion of the reading assign-
ment he is expected to read in class. Ask him to read it care-
fully outside of class and to come to the office and read it before 
class, Make it possible for him to volunteer to read the prac-
ticed portion in class. After a few weeks gradually work back 
to calling on him for any part of the reading assignment. 
J . Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 243 
60. When new material is dictated, tell the pupils the 
number of words in the dictation and the approximate number 
of minutes it will take the average pupil outside of class to 
read his notes. Next day, by show of hands, determine how 
p 
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many pupils have been able to achieve the m1n1mum objective, 
Arrange a personal conference with the ones who have not achieved 
the objective in order to assist them with their reading difficulties, 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s thesis, University of Southern California, 1944, page 243 
61, 
In 
Allow a pupil to read until he makes an error and let 
the first pupil to raise his hand when an error is made continue 
with the reading, If properly handled, pupils will read their 
notes as accurately as they can in order to read for the longest 
length of time, If the teacher will announce the number of words 
read, the pupils can determine the winner. Allowing the first 
pupil to raise his hand when an error is made to continue the 
reading encourages close attention to the activity. 
J, Frances Henderson 
"Suggested Techniques for Improving the 
Teaching of Shorthand by Leslie's 
Functional Method," 
Master's thesis, University of Southern California, 1944, page 242 
62. 
In 
At the beginning of the class period, have the pupils 
open their notebooks and transcribe in longhand a certain por-
tion of material that was dictated on the previous day. Check 
the transcripts in class and collect the papers for a casual eval-
uation, This activity calls for the reading of "cold notes, " an 
essential skill which must be developed. 
J, Frances Henderson 
"Suggested Techniques for Improving the 
Teaching of Shorthand by Leslie 1 s 
Functional Method, 11 
Master's thesis, University of Southern California, 1944, page 239 
63. Dictate one or more letters; then allow a pupil 30 
seconds to read back as much of his own notes as he can before 
22. SUCCESSFUL DEVICES FOR TEACHING 
you call on another pupil (with the under standing that the next 
pupil called upon will pick up the reading instantly, or another 
name will be called).. Have pupils mark in their notebooks where 
they begin and where they finish reading in order to compute the 
number of words read in the 30 seconds. 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by L .eslie's 
Functional Method. " 
Master's thesis, University of Southern California, 1944, page 234 
64, 
In 
Dictate a letter; let the pupils read their notes silently 
and raise their hands as they think they can read it aloud with no 
errors, Let the first pupil to raise his hand read the letter, 
asking the other pupils to follow their notes carefully to be 
prepared to make corrections if any errors are made, If 
the same pupil always raises his hand first, it may be better to 
call on the second or third pupil to read the letter. 
J . Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Siiorthand by Leslie 1 s 
Functional Method. " 
Master's thesis, University of Scuthern California, 1944, page 235 
65. 
In 
Have the pupils i.n concert read a preview of tomorrow's 
reading assignment for the purpose of developing quicker visual-
ization of outlines, a partial idea of content, and the ability to 
recognize some of the troublesome words and phra·ses. When a 
difficult sentence is reached and discord results.,. have one of the 
better pupils read it while the others listen; then let all pupils 
read the sentence together. 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method. 11 
Master 1 s thesis, Unive r sity of Southern Califor nia, 1944, page 233 
66. Let a pupil read a porti on of a shorthand plate several 
times, be cause each time he reads it he should be able to read 
it a little faster. Then tell him that when he can read it at this ' 
In 
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rate he has really studied his lesson. No doubt the principal 
advantage in this proced,ure is that it encourages pupils to read 
the exercises several times before coming to class, and it may 
give the pupils a little more confidence in themselves. Even 
thought only one or two. pupils actually participate in the activity, 
it will tend to have a wholesome effect on the rest of the class. 
J. Frances Henderson, 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method." 
Master 1 s thesis, University of Southern California~ 1944, page 232 
67. 
In 
Let the class read in concert the entire reading exer-
cise prepared for the day and determine the time required. Let 
the pupils set up a new goal. For the second reading call on in-
dividual pupils to read for about three sentences each. If any 
one pupil falls down on his reading , it retards the whole group in 
reaching the new goal. Pupils will naturally want to maintain the 
goodwill of the class, and they will strive to give their best per-
formance in group activities of this type. 
J. Frances Henderson, 
''Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method. tt 
Master 1 s thesis, University of Southern California, 1944, page 232 
68. 
In 
Use "spot-reading'' procedure; i.e. • stop the pupil at 
any place in the sentence, and call on another pupil to pick up 
the reading, maintaining continuity in thought. While this ac-
tivity may result in somewhat jerky reading, it may be effective 
in that pupils will remain more alert in order to participate when 
called upon, 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method." 
Master's thesis, University of Southern California, 1944, page 231 
24,. 
69. 
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Time the pupils individually on prepared shorthand 
plates, and post their scores on the bulletin board. Appoint a 
different pupil each week to be responsible for posting scores. 
This procedure acquaints the pupil with his progress in reading, 
and in addition it creates some competition among the pupils. In 
planning competitive activities, it is recommended that the teacher 
arrange for pupils to compete with others of about the same ability, 
as this gives all pupils a chance to excel once in a while. It does 
not discourage the slow ones who know full well that they will 
never be at the top. As a variation in record keeping, the pupil 
may record his score on a columnar sheet of paper which he 
pastes in his notebook. 
J . Frances Henderson, 
' 'Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie 1 s 
Functional Method.'' 
Master's thesis, University of Southern California, 1944, page 230 
70. 
In 
Occasionally, ask one of the slower pupils to read his notes 
while all other pupils take down the dictation. Encourage all pupils 
to try to keep up. Check to see by show of hands, how many got 
every word. Then have one of the faster pupils read his notes to 
see how many got it. 
J. Frances Henderson 
"Suggested Techniques for Improving 
the Teaching of Shorthand by Leslie's 
Functional Method. 11 
Master 1 s thesis, University of Southern California . 1944, page 229 
71. 
In 
To stimulate interest in good transcription encourage 
reading from shorthand plates. This reading should be done at 
a normal reading rate and it should be meaningful to the students. 
The method of having the students read in unison increases the 
reading rate,. gives a better chance t o get the meaning, saves 
time and keeps everyone busy. 
Ethel Luella Mart 
"Survey of Methods and Materials in 
the Teaching of Transcription in 
Public Secondary Schools. 11 
Master's thesis, Univer s ity of Southern Calif o r nia, 1935, page 82 
72 .. 
73. 
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First year girls read one story from the advanced 
girls 1 copies of 11 Today 1 s Secretary 11 - one for the section to 
which they have pas sed. 
Contributed by: 
Mrs. Georgia Ann Eng 
St. James High School 
St. James, Mimiesota 
Shorthand teachers have learned that speed and 
smoothness in writing is closely related to the speed and ac-
curacy with which the shorthand students recall the shorthand 
outlines. Sentences were dictated and beginning students 
were asked to make mental pictures of the words used in these 
sentences. These sentences were then written on the black-
board and the students confirmed or corrected their mental pic-
tures. As soon as the students could recall the outlines readily, 
the sentences were dictated again, and the students were in-
structed to write from the beginning to the end without allowing 
their pencils to stop. This exercise continued until the class 
could write the exercise for the day smoothly and continuously. 
Gertrude Beers 
•·•The Development of Curriculum 
Materials and a Method of Procedure 
in Shorthand •. " 
Master's thesis, University of Nebraska, 1930, page 25 
74. To teach ability to retain what is said students are 
told to say the sentence aloud to themselves when they are 
writing out thei.r daily assignments. Then they attempt to 
write it without referring again to the textbook. (Best for 
remedial work in advanced shorthand •. ) 
Contributed by: 
Mrs. Georgia Ann Eng 
St. James High School 
St. James, Minnesota 
2.6, SUCCESSFUL DEVICES FOR TEACHING 
II. A VARIETY OF SPECIFIC DEVICES FOR WORD BUILDING 
75, A Holiday Game, To provide variety before . or after 
a holiday and at the same time to build word knowledge, choose 
a short sentence and write it on the chalk-board in shorthand 
during the closing minutes of the shorthand class, The sentence 
can be seasonal - Christmas, Valentine ., about snow, a basket-
ball game, or anything of interest going on around the school. 
Have one student go to the board and, at the dictation of the rest 
of the class, write as many words as possible in shorthand using 
only the shorthand characters that appear in the sentence, Each 
character may be used as many times as desired, 
Delta Pi Epsilon Committee 
"Good Classroom Practices in Business 
Education, " 
South-Western Publishing Company, 1953, page 37 
76, Auctioning Flash Cards, Words, phrases and short 
sentences are written in shorthand in large outlines on card, 
The teacher displays the cards one at a time and "sells'' them 
to the first pupil called upon who gives a correct reading, The 
pupil who is able to "buy" the largest number of cards then 
auctions his group of cards to the rest of the class. Thus the sale 
continues until the teacher considers the day's drill sufficient, 
Delta Pi Epsilon Committee 
"Good Classroom ·Practices in Business 
Education. 11 
South-Western Publishing Company, 1953, page 38 
77. 
In 
A game can easily be made of the job of learning un-
familiar words, Whenever the preview word list shows up a 
word with which a student had previously been unfamiliar, she 
is allowed to ask a fellow student in class a question containing 
the new word, The questioned classmate is supposed to give an 
intelligent answer, demonstrating that he under stands the word 
in question, 
Adapted from: 
Robert Bell, Union High School, 
Phoenix, Arizona 
"My Favorite Device for Teaching 
Transcription 11 
Business Education World 34:36, October, 1953 
78. 
In 
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Word building, Choose a short sentence and write it on 
the blackboard in shorthand. Ask each student to write the sen-
tence at the top of a sheet of paper. 
Directions. Each student is to write as many words as 
possible in shorthand using only the s horthand characters that 
appear in the sentence. Each character can be used as many 
times as the student desires. A time limit of 5 or 10 minutes 
should be set. 
Nellie Ellison, Concord College, 
Athens, West Virginia 
11 Shorthand Motivation•• 
Balance Sheet 33:157, December, 1951 
III. SOME TESTED AND PROVEN METHODS OF DICTATION 
79. Speed Building Technique. To develop skill in taking 
dictation a t a some what increased speed for a sustained period: 
1. Dictate familiar or new material at a comfortable rate for a 
period that can be sustained by most of the class, 
2. Increase the speed for several successive spurts of a minute 
or two, until the whole take is well practiced. 
3. Drop back to a rate higher than the initial rate and dictate 
the whole piece of material. 
4. Rear range the contex t of the material, using many of the 
same words and phrase s . Dictate the same amount of material, 
in this rearranged form, and at the same rate as in step 3. (The 
material for thi s step should be prepar ed when the lesson is 
planned.) When the s tudents are able to take the rearranged 
materials they show evidence of mastery of the vocabulary involved. 
Delta Pi Epsilon Committee 
••Good Clas s room Practices in Business 
Education. •• 
South-Western Publishing Company, 1953, page 37 
80. In the shorthand class after the first three months maybe, 
have all the students in the class write in shorthand as a fellow 
student reads a letter from the tex t. They may keep the book open 
if they wish. Then let another student read the nex t letter, etc, 
The students will be getting a dictation practice period in with 
28, 
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their reading by using this method. Too, they will go a lot 
faster than the teacher would and not complain half as much. 
Contributed by: 
Mrs. Ethel Hart 
Fairview School 
Camden, Arkansas 
Since the speed with which the shorthand outline is writ-
ten is a par t of the reaction pattern, it is essential that the short., 
hand outlines be written as rapidly as possible from the beginning, 
if the cor r ect ''writing pattern•• is to be developed, To develop the 
habit of rapid writing, sentences were dictated to be written rapidly 
several times, and students were frequently timed. When certain 
shorthand outlines presented difficulties in execution, writing drills 
were given to help the students to overcome these difficulties,. For 
example, some students had trouble in getting the 11 a 11 in the right 
place in writing 11pale 11 , Drill was given in writing 11pay11 until it 
was written rapidly and well, This was followed with a drill on 
11 pale 11 until it could·be written rapidly and well. 
Gertrude Be-e"r s 
11 The Development of Curriculum 
Materials and a Method of Procedur e 
in Shorthand. 11 
Master's thesis, University of Nebraska, 1930, page 26 
82. 
In 
As a student makes a chart of his shorthand pro gress, he 
is most likely to notice that his gains come in spurts, interspersed 
with plateaus in which there seems to be little gain, The teacher 
should explain early that this is normal so that students will not 
alternately fe-el highly elated, and despondent. 
Adapted from: 
Sister M. Speciosa, HFN 
Holy Family Academy 
Chicago , Illinois 
Business Education World 3 ~:2:87, February,l953 
83, (Opening work) The teacher should dictate at least 40 
words a minuteo The first passage selected for writing should 
be one with whk h the pupil is thoroughly familiar. In fact, the 
teacher should w rite the pas sage on the board several times in a 
In 
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fluent style.: It is easier to write familiar rna terial fluently, 
This serves to give the pupil the feel of fluent writing from the 
beginning, When the pupil has developed a fluent pattern that 
is familiar, then the teacher may introduce new matter that 
has been previewed. 
Seymour Rosen 
New York University 
11 Methods for New Shorthand Manuals, 11 
High Points 32:53, April, 1950 
84.,, 
In 
One good method of making your students work hard,. 
and to enjoy the class, is to allow them to take dictation now 
and then from some voice other than yours, If there are other 
shorthand teachers in the school, you can do this by occasionally 
swapping classes, During the last half year of shorthand instruc-
tion, invite in some local businessmen to give samples of their 
actual dictation. Some, of course .,. will be easy to take, Others 
will be more difficult, but this fact will send most of your students 
back to their texts with renewed determination to improve, 
Adapted from: 
Bernard E. Budish 
Dickinson College 
11 My Favorite Devices for Making 
Shorthand Lively, 11 
Business Education World 34:12, September, 1953 
85. Teacher Demonstration, If your shorthand students 
want to see you take dictation, select a student to give the dicta-
tion and let the class see that you can do what you ask them to do. 
The demonstration will provide an opportunity to show them how 
to hold the notebook, push up and turn the pages.. If you use a pen, 
some of the students will follow your example, 
Delta Pi Epsilon Committee 
11 Good Classroom Practices in Business 
Education, 11 
South-Western Publishing Company, 1953, page 36 
86, Motivating Mailable Copy. To familiarize students with 
office style dictation, to allow them to take dictation from per sons 
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other than the teacher, and to give them incentive to produce 
mailable letters, invite the superintendent and the principal of 
the scho.ol to come to the classroom and dictate to the class ac-
tual business let.ters which they wish to mail. The pupils tran-
scribe the letters on letterhead paper, making a carbon copy and 
addressing an envelope. A committee comprised of three students 
selects the best letters typed, which are signed by the dictator and 
mailed.,, 
Delta Pi Epsilon Committee 
"Good Classroom Practices in Business 
Education. 11 
South- Western Publishing Company, 1953, page 39 
87. 
In 
Although many classes include a number of left-handed 
writers, this should present no problem. Special instructions to 
the left.,.handed pupil are seldom necessary; he shpuld never be 
treated as being different from the other pupils. Usually he will 
be able to adapt the instruction to his own way of writing. For 
example, one left-handed pupil deviated by writing in column two 
first,. then in column one. Writing in this fashion, she found it easier 
to turn the page with her right hand. Another writes on the upper 
page of the open notebook - thus avoiding contact with the spiral 
binding. She uses a hand position that is common among left-
handed writers; that is, the pen is held with its point toward the 
writer ' s body instead of away from it. 
Edwin R ., Bowman 
New Rochelle High School 
New Rochelle, New York 
"Don 't Crarnp Their Stylet' 
United Business Education Association Forum 6:25, December,. 1951 
88. The only instruction that needs to be given to the young 
writer is, "Get into a comfortable position, rel~x both physically 
and mentally, and then write •. '' The teacher should not tell the 
pupil how to hold his pen, or show him precisely how to place 
his notebook for a ·"correct" writing position, or indicate to him 
how to turn the pages. The pupil will work those details out in a 
manner most convenient for himself if the teacher will let him 
alone. It is unnecessary to show students how to turn the note -
book pages unless the instructor discovers that a pupil has difficulty 
In 
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and constantly loses words at the turn of the page. 
Edwin R. Bowman 
New Rochelle High School 
New Rochelle, New York 
"Don't Cramp Their Style" 
31 
United Business Education As sociation Forum 6:25, December, 1951 
89. 
In 
Did you ever tell your shorthand pupils that small and 
compact notes would enable them to writ.e faster? One 
expert writer of shorthand completely disregards the vertical 
lines of the notebook page and writes on the alternate lines; he 
has averaged about 35 outlines to the page~ It has been found 
that freedom of motion is an exceedingly important factor in 
speed and that the size of the outline is relatively unimportant; 
in fact, it is usually found that the size of a writer 1 s outlines 
become larger as he increases his speed. 
Edwin R. Bowman 
New Rochelle High School 
New Rochelle, New York 
"Don't Cramp Their Style" 
United Business Education A s sociation F orum 6:25, December, 1951 
90. 
In 
Students must learn to retain the thoughts of the letters 
dictated until they are transcribed • . At first they are so absorbed 
in the writing process that they do not readily get the thoughts 
dictated. Material for beginning dictation contained thought which 
was interesting and easily understood. Students were frequently 
called upon t<? give the thoughts contained in the dictation, and to 
use the words used by the dictator insofar as possible. Exercises 
of this kind were continued until the students could give the contents 
of a letter accurately. 
Gertrude Beers 
11 The Development of Curriculum 
Materials and a Method of Procedure 
in Shorthand.'' 
Master's Thesis, University of Nebraska, 1930, page 28 
91. A rapid dictator is often several sentences ahead of 
the writer. This makes it necessary for the writer to write 
one sentence while listening to another. The class dictation 
In 
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was often given at such a rate that the dictator was one or 
more sentences ahead of the writers. After the dictator 
finished, the students continued their writing until they 
completed the dictation. Such dictation exercises were 
continued until the students gained skill in this art. 
Gertrude B.eer s 
"The Development .of Curriculum 
Mate.rials and a Method of Procedur.e 
in Shorthand. 11 
Master's Thesis,. University of Nebraska, 1930, page 28 
92. 
In 
An employer usually dictates a group of related 
sentences very rapidly, and then pauses to think. If the 
stenographer is able to retain what has been dictated until 
she can write it, she will have no trouble getting the dicta .. 
tion. To aid in developing this ability the instructor read a 
group of sentences, and students repeated verbatim· what had 
been dictated. This process continued with exercises of in .. 
creasing difficulty. This was followed by an exercise in 
which the students wrote in shorthand the sentences which 
were dictated, instead of repeating them orally. Such ex-
ercises were continued until many students could write ver-
batim groups of sentences containing twenty-five or more 
words. 
Gertrude Beers 
11 The Development of Curriculum 
Materials and a Method of Procedure 
in Shorthand." 
Master's Thesis, University of Nebraska, 1930, page 28 
93. The skillful teacher strives to develop mental dis-
cipline on the part of students.. Those who can keep their 
thoughts in order can naturally learn faster. Concen-
tration can be encouraged if the teacher will read a para-
graph ~ or even a sentence and then ask for a resume of the 
thought involved. If this drill is repeated and the amount of 
material is extended a little each time, the students will be-
come aware of the load the mind is supposed to carry in the 
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writing of shorthand, 
Bess Allen 
Oklahoma A & M College 
"Streamlining Procedures for 
Teaching Elementary Shorthand. 11 
33, 
United Business Education Association Forum 6:14, October, 1951 
94. 
In 
Another effective procedure is to dictate familiar 
material to the class at varying speeds of 50, then 60, then 70 
words a minute, or even faster, and have the students test 
themselves on the ability to keep up with the dictation mentally 
by thinking the material in shorthand. If they realize that in 
most instances they can write just as fast as they can think, 
they will show pronounced interest in this practice in thinking. 
Bess Allen 
Oklahoma A & M College 
••streamlining Procedures for 
Teaching Elementary Shorthand. 11 
United Business Education Association Forum 6:14, October, 1951 
95. 
In 
Since correct writing habits should be established 
when the pupil starts to write, several good visual aids show-
ing correct writing position, and the right way of holding the 
pen should be placed before the pupils from the beginning of 
the course. Enterprising art students or amateur photog-
raphers can provide posters that highlight the essential points of 
right posture. 
Marion Lamb 
West Liberty State Teachers College 
West Virginia 
••Shorthand Teaching Aids. •• 
American Business Education Yearbook, 1948, page 261 
34. 
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Dictation materials are constructed so that most of 
the pupil 1s t i m .e is spent on the wor d s most frequently used 
according to studies of word frequencies ,~ and these materials 
are alsq graded as to difficulty. Consequently~ teachers should 
he cautious about using dictati on materials chosen at random 
for '·'content value, 11 
Marion Lamb 
West Liberty State Teachers' College 
West Virginia 
~'~Shorthand Teaching Aids. 11 
American Business Educati on Yearbook 1948, page 262 
97. 
In 
The fountain pen actually helps in acquiring the get .. 
away stroke, since failure to lift it produces a knob or dot at 
the end of the outline. In other words, it is a technique -
improving instrument. 
Vera Amerson, Clyde E. Rowe,. 
Helen Gulick,, and Ann Brewington 
'''Improvements of Learning and 
Achievements in Shor'thand. 11 
American Business Education Yearbook, 1945 , page 124 
98. 
In 
Extempor aneous dictation s hould he given frequently 
under conditions that approximate those of an office. It is pos.,. 
sible for a teache r to r ead a letter and then dictate an answer 
spontaneousl y to the class, 
Ethel N. Parkhurst, 
Classical High School, 
Lynn, Massachusetts 
"Improvement of Classroom Teaching 
of Transcription in Second- Year Shorthand. 11 
Eastern Commercial Teachers 1 Association Twelfth Yearbook, 1949, page 320 
99. 
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A technique for use in the shorthand class to stress 
the necessity for promptness in taking dictation (I require my 
class to have their notebooks open to a clean page and their 
pens ready as soon as they enter the class) is occasionally to 
begin dictating immediately upon entering the room. 
Joseph B. Cleary 
Pace College 
New York, N. Y. 
"Suggestions to the Beginning 
Teachers of Shorthand and Typing" 
Journal of Business Education 26:395, May, 1951 
100. 
In 
It may be a surprise to you to know that you h ave to tell 
the students how to stop you. Tell the student to say, if she 
finds herself getting too far behind, ''Just a moment, please, 11 
and to go right on writing - then when up with the dictator, to 
repeat the last few words or phrases, so the dictator will know 
when and where to begin again. Of course, no dictator likes 
to be interrupted; but almost any dictator would rather be 
stopped than to have the stenographer say, fearfully, at the 
end - "I'm sorry, but I didn't get it, 11 
Elizabeth L. R ogers 
Chico State College, California 
11 Tips on the Teaching of 
Transcription. 11 
Journal of Busines s Education 23:20, May, 1948 
101. 
In 
Before Christmas, when all were looking forward to 
the holidays, my shorthand II students took St. Luke 1 s account 
of the birth of Christ, typed it in triple spacing on paper of 
whatever shape they chose and then put the story into shorthand, 
keeping the shorthand characte r s as nearly beneath the typewritten 
words and phrases as they could. A cover was designed f or the 
book. 
Sister M. Carine, S.C. L. 
Hayden School, Topeka, Kansas 
11Art in Shorthand and Typing 11 
Catholic School Journal 51:330, December, 1951 
36. 
102., 
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Nursery rhymes or a poem of any kind can be illus-
trated by the use of shorthand characters and the poem put into 
shorthand. Christmas cards, Valentines and Easter cards 
can be designed and colored and the greeting put into shorthand .• 
The students ••• learn vocabulary words that do not occur in 
the ordinary run of business dictation. 
Sister M. Carine, S.C. L. 
Hayden School~ Topeka~ Kansas 
"Art in Shorthand and Typing. 11 
Catholic School Journal 51:330, December. 1951 
103, 
In 
(Local dictation material) An appeal to the local 
businessman's service club - Rotary, Lions. Kiwanis, and 
so on - is almost certain to result in a quantity of carbon 
copies .• An appeal to successful graduates, via a postcard or 
form letter, may be equally successful. 
Harry B .. Bauernfeind, 
Southern Illinois University 
' 'Shorthand Teaching Problem: Obtaining 
and Using Local Dictation Material. ll 
Business Education World 30:77, October, 1951 
104. 
In 
Local dictation material is the dessert we serve to 
our class to top off the heavy meal, the substance, we have 
in the author's prepared material in the textbook. • •• Using 
local material day in day out would defeat much of its own 
purpose - motivation. Dictating railroad letters every day 
would be more boring than even the l east interesting material 
in our textbook. 
Harry B. Bauernfeind 
Southern Illinois University 
"Shorthand Teaching Problem: Obtaining 
and Using Local Dictation Material." 
Business Education World 30:76, October, 1951 
105, 
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(Local dictation material) Institutions that conduct 
evening-school classes, as many high schools and business 
colleges do, have a ready source of local dictation material: 
the students in the class who work in offices during the day, 
Harry B. Bauernfeind 
Southern Illinois University 
"Shorthand Teaching Problem: Obtaining 
and Using Local Dictation Material, 11 
Business Education World 30:77, October, 1951 
106. 
In 
The purchasing department of our college buys a 
kind of stencil which includes in each quire of stencils a thin 
but stiff plastic sh.eet to be used as backing when a very light 
and clear cut duplication is desired, The plastic sheets are 
seldom used, so we have a standing request with the various 
offices that the surplus sheets b¥: sent to the secretarial sci-
ence department. At the beginning of the school year the 
quantity of plastic sheets was sufficient to supply each new 
shorthand student with a piece slightly smaller than a secre-
tarial notebook, As writing is introduced in the first-year 
class the students place the sheet over their textbooks and 
trace rapidly with their pens, writing on the plastic in ink. 
Difficult characters can be traced several times. Removing 
the sheet from the textbook reveals how accurately the tracing 
can be done. The initial dictation is at sixty words a minute 
or more with all students tracing easily at that speed. Im-
mediately they transfer to their notebooks and then go back to 
the tracing of that paragraph only when difficult words are en-
countered, The plastic sheets are cleaned by wiping with a 
damp cleansing tis sue. 
Alice LaVergne Holst 
Pacific Union College 
"Stretching the Shorthand Budget" 
United Business Education Association Forum 5:25, April, 1951 
107. It is important to encourage students to use their 
shorthand in other classes. One possible system is togive 
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a student so much credit for each two such pages of notes of 
such work, It isn't important that the student do all of this 
outside work in shorthand, He may only be able to include an 
occasional shorthand outline, However, in this manner he will 
be learning the outlines of highest frequency of use, arid this 
practice is most valuable, 
Adapted from: 
Hazel A, Flood 
11 Bras s Tacks of Skill Building 
in Shorthand, 11 
Prentice Hall, 1951, page 66 
108. (To develop the skill of passing) Dictate an exercise 
to the class. Then, have the pupils draw straight lines from 
the end of each outline to the beginning of the next. Then, as 
you dictate the material again, have the pupils lift their pencils 
slightly when traveling over these lines between the outlines, 
The material is again dictated a:!l each pupil now writes it in his 
notebook, attempting to follow the llstraight and narrowu path 
between the outlines as in the practice exercise, 
Adapted from: 
Hazel A. Flood 
11 Bras s Tacks of Skill Building 
in Shorthand. 11 
Prentice Hall, 19 51, page 66 
109. (To develop the skill of passing) One thing which 
may retard pupils in developing this skill, is the space they 
leave between outlines. They must learn to get their outlines 
as closely together as possible, Some teachers help pupils to 
become aware of the amount of space they are leaving by 
having them actually measure these spaces with a ruler. 
Adapted from: 
Hazel A, Flood 
11 Bras s Tacks in Skill Building 
in Shorthand. 11 
Prentice Hall, 1951, page 34 
110, 
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Louis A, Leslie believes it is more effective to have 
students write shorthand with fountain pens rather than with 
pencils. When the teacher is met with the complaint 111 can't af-
ford a four tai:il pen11 , ·h e advocates supplying an old fashioned 
wooden dip pen, The student will soon tire of using this and 
bring his own pen, 11Any fountain pen 11 , says Leslie, is better 
than a pencil. 
Adapted from: 
Louis A .. Leslie 
11 Methods of Teaching Gregg 
Shorthand, 11 
McGraw Hill Book Company, 1953, page 260 
111. 
112. 
In teaching shorthand one of the devices I have found 
helpful is to dictate the day's preparation at a rate higher than 
the student's normal rate and have the students trace their out-
lines, Dictate the same material a second time at an average 
rate of dictation and have the students write -- not trace, Dic-
tate the same material a third time at a higher rate, This en-
ables students to write with confidence at rates above their 
normal speed and should be followed with dictation on new 
material at rates slightly above the pupils 1 normal speeds. 
Contributed by: 
Winnifred West 
Broad Ripple High School 
Indianapolis, 20, Indiana 
Somewhere in my reading or conversation with fellow 
teachers, I have hit upon a shorthand speed building technique 
that my classes have used quite successfully. This idea is not 
p:riginal with me and I do not know who did originate it. I have 
used this method quite successfully for the past three years, I 
was very sure it would .!!QL work but once I made up my mind to 
try it and saw the re suits, I have not gone back to my earlier 
methods of speed building -- starting slowly and gradually work-
ing up, Anyone should know it is easier to come down a hill than 
to go up, but I did not realize it was also true of shorthand speed 
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building. 
Long before my students are able to take dictation at 
any appreciable speed , I start dictating at speeds far beyond 
their ability and le t them catch a wor d, series of words, or 
phrases just where they can.. Sometimes they get only a couple 
of words from a sentence but they are having to think fast in order 
to catch even a few words. This is what I choose to call a drill 
for speeding up the thought processes. Contrary to the belief that 
dictation at these impossible speeds would be discouraging, I find 
it is quite a challenge.. There is a glow of pride on the youngster's 
face when he gets ''thr e·e more words than last time .. '' I gradually 
decrease the speed of dictation until all of my class succeed in 
getting it all. As each student succeeds in getting all of the die .. 
tated material, he is permitted to drop out and not write at the 
lower speeds~ However, he usually does write just in an effort to 
improve his penmanship. 
I like to preface this drill with some such remark as, 
''I'm going to dictate for one - half minute at 140 wpm.. I know that 
none of you can possibly get it, so just catch a word or w 0 rds 
when you can. " Then I say, "This time I'm going to slow down 
to 120 wpm and perhaps you can get a few more words. Remem-
ber, I don't expect you to get all of it.'' For the third try, I usually 
say, ''Now we are going to try to get it at 100 wpm. I don't imagine 
anyone can possibleyget it all but here we go. 11 At the close of the 
take, someone will invariably say very excitedly, "I got it,'' and thE 
glow of pride and satisfaction i s very rewarding. Students will 
nearly exhaust themselves trying to prove that the teacher is wrong 
when the says that they can' t write that fast, 
Here is an example of this technique for a class which has 
an approximate speed of 60 wpm. Using the same material for 
each dictation; 
1. Dictate for one - half minute at 140 wpm. 
No one will reach this speed. 
2. Dictate for one - half minute at 120 wpm. 
No one will reach this speed but some will 
get much more than on the first try. 
3, Di ctate for one minute at l 00 wpm. 
Many will get nearly all of it. 
4, Dictate for one minute at 80 wpm. 
Most all of the class will get this and drop out 
of the cont es t w i th a gr eat fee ling of accomplish-
ment. 
5. Dictate for one m inute at 60 wpm. 
All will succeed he r e because they have prac-
ticed this mater ial five times and it is less 
than half the speed of the first dictation. 
113. 
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When a ttempting to build a speed of 120 wpm, I start 
the dictation at 200 wpm or more and gradually decrease the 
speed with each dictation. 
I never try to trick or deceive my students. I always 
tell th.em how fast I am dictating. I explain to them why I am 
dictating so rapidly and what we are trying to do. They enjoy 
knowing how fast they are trying to write and will work very 
hard to attain their. goal. This is why they never have a feeling 
of discouragement over failure but rather the feeling of elation 
because of success. 
Contribut,ed by: 
Mary Frances Evans 
Burlington High School and College 
Burlington, Iowa 
To facilitate dictation,. have the left-handed student 
place the shorthand pad in a position which is opposite from 
that of the usual position. Start writing in the right column. As 
soon as the right (1) column is filled, start writing in the left (2) 
column. Turn the pages down, instead of up. 
Open End 
@ G) 
..... 
Closed End 
Contributed by: 
Ona May Lemmon 
Napervill l C,emmunity High School 
Naperville, Illineis 
When giving my shorthand II class a five minut.e dic-
tation test, I have the entire class transcribe it even though 
s.ome of them may have passed it previously a.t that speed. 
42, 
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Those who pas sed it previously,. can transcribe it with ease 
and therefore I time their transcript ion, Their transcription 
rate is recorded each time and they try the next time to sur-
pass the previous record, Tlios.e who ar.e transcribing it for 
the first time are not pressed for time because. they must con-
centrate on accuracy first_. I find this is much better than trying 
to have a separate activity for those who have already pas sed 
that five minute test. 
Contr ibut ed by: 
A Minnesota High School teacher 
Instead of having the students read and copy the next 
assignment, have them take one letter and learn to write it, 
Dictate it the next day without using their books. Have them 
transcribe it in longhand, and then check the transcript. For 
beginners, or when outlines need to be checked, have them 
check just the outlines from the plate in the book after the 
material has been dictated to them without looking at their books, 
One can vary the length of the assignment 'to suit the needs of the 
class., 
For beginning transcription,. dictate a style letter from 
the typing text, or you may let them write the letter in shorthand 
from the text.. Let them transcribe it, Tley may check their 
transcript with the model in the text, and circle or indicate each 
error, Then let them transcribe from the same notes again, or 
it may be redictated, This gives them an opportunity to see what 
a well-written, well-arranged letter looks like compared to their 
transcript. 
Contributed by: 
Melvin Mine 
Pleasant Grove High School 
Pleasant Gr ove , Utah 
All assignments and instructions for the period are 
written in shorthand on the boar d, Also answers to their ques-
tions , and if a~y s.colding must be done, that, too, is written 
in shorthand,. The students really like to r ead my notes and 
want to do it every day. 
Contributed by: 
M i ss Edith L . Kneubuehl 
Dover High School, Dover, Ohio 
117. 
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I have had much difficulty in my Advanced Shorthand 
classes in dictating to the class the Gregg five-minute ''takes" 
because of the varying abilities of the students, There are 
usually four different levels within one class, 
I follow the practice of giving previews of some 
11 takes 11 and when a student is able to transcribe one with at 
least 95 per cent accuracy, he then starts working on one ten 
words higher, After students have passed a previewed one, 
say at 100 wpm, I then go back and give new dictation at lower 
speeds until they are able to pass them with at least 98 per cent 
accuracy, 
This year I divided the class into groups according to 
the previewed 11 takes 11 each needed to pass. I typed a copy of 
11 take s 11 marked with diagonals every quarter minute, I first 
had each group take a shorthand dictionary and as one student 
read through the writing, another student looked up any words 
about which they had doubt. I supplied each group with a timer 
of some sort and the members of each group take turns dictating 
to the others in the group. (All that is required is three or four 
shorthand dictionaries and three or four stop watches or clocks. 
Sometimes I had more groups than timepieces, but I was usually 
able to borrow from another room, Finally, I purchased some 
cheap pocket watches which had second hands.) 
After letting the groups study the words, I would move 
from group to group and dictate to them. I discus sed the writing 
of some words and made suggestions about phrasing. 
I had no idea how the plan would work but after each 
group had practiced for about two or three hours, I dictated the 
writing to them. Most of the students have pas sed most of the 
time, 
Even though there is some memory work used in the 
passing of these 11 takes 11 the students are still reading their notes 
and striving for a higher speed, I have found that my classes this 
year have advanced much higher on new material in one semester 
than any of my classes before. 
Scribble Writing 
Contributed by: 
Wilma L. Sullivan 
Joplin High School 
Joplin, Missouri 
Scribble writing is used in the beginning stages of dicta-
tion, As the teacher dictates,. the students follow along in the 
44, 
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text and at the same time they write out the shorthand out~ 
lines -~ but in one spot on the paper, This makes one big 
blotch on the paper. As a result, no student can see how 
well or how poorly he has written his outlines, thus discour~ 
aging ''tracing" or ''drawing" of outlines. It is a good device 
to coordinate the mind and hand in the beginning stages of 
dictation and also tends to eliminate fear of dictation when it 
is first introduced. 
Shadow Writing 
Shadow writing is sort of a shorthand warm-up de~ 
vice. It is used when practiced dictation is given.. As the 
teacher dictates, the students write right over the shorthand 
outlines that they have prepared for their homework as sign~ 
ment. Dictation is given at speeds faster than those that the 
student's can normally take.. Shadow writing familiarizes the 
students with the outlines and forces them to write at a rate 
faster than they normally write. 
Contributed by: 
Mr. James Mariconda 
Southington High School 
Southington, Connecticut 
I divide each period into three approximately equal 
parts. First I explain, demons t rate , and discuss new material, 
forms, vacbulary , etc. Next I direct such work as reading and 
copying well wr itten shorthand, and counsel individuals on how 
to improve their work. Finally , I give more dictation and 
transcription a t varying speeds than can be completed by the 
majority of students. This method provides a variety of work, 
and each member of the class is busy during the entire period, 
It has been effective for me, over a period of years. 
In Shorthand I. 
Contributed by: 
W . A . Cuff 
Athens High School 
Athens , Georgia 
1~ Dictate a letter, have students read their notes silently 
. 121. 
122. 
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and stand when finished. I sometimes have the students do 
this with the reading of shorthand plates in their daily as-
signment early in the course. I time them - and they like to 
know how fast they read. 
2. Dictate a letter slow enough for everyone to get it, 
have someone read from her notes, and then I dictate it again 
much faster and have them write over their notes. This is to 
help them to increase their speed. 
Sometimes I ask them to write over their notes as 
fast as they can and I do not dictate. They raise their hands 
when finished and I give the time it takes them. 
Contributed by: 
A Minnesota High School teacher 
About midterm of the first year of shorthand, after 
giving a good deal of dictation I begin to use this plan: 
Number the tables in the room and when dictation tests 
are given, the ones making the best grades are placed at table 
No. 1; the next group at No. 2, etc. Sometimes there may be 
two people sitting at a table and sometimes three, or if there is 
enough room in the class, only one person may have the honor 
or dishonor of occupying a table. When doubt arises as to 
whose grade is best or I find too many with the same score a 
theory test is used to help determine the pupil who gets the 
higher honor. 
These tests are given once each week. In this way the 
pupils are permitted to sit at a table for a week and have that 
much time to try for improvement. In large classes this method 
creates wholesome compe tition and stimulates interest in some 
who were otherwise difficult to move in any way. 
Contributed by: 
Mrs. John A. Eagle 
Pre scott High School 
Pre scott, Arkansas 
Use cellophane to cover outlines in text and direct 
students to write over cellophanE.. (in pencil). This gives 
46, 
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practice in proportion, slant, and basic construction of out-
lines. Students also find that this practice provides excel-
lent review, 
Contributed by: 
Mrs. Hel en Pembleton 
Bergenfield Jr. Sr. High School 
Bergenfield, New Jersey 
From the first day in advanced shorthand and from 
the time pupils begin to write shorthand in beginning classes, 
train pupils to read in unison and retrace shorthand home as-
signment when the class bell rings - whether the teacher is 
ready to read with them or not. This gives the class the neces-
sary training in being prompt about getting out their home as-
signment and gives the teacher a chance to check attendance with-
out wasting class time. 
To improve shorthand penmanship and accuracy, I use 
what I call a proportion drill as follows: J}) 
v '-"' '---" (' { !" ,.., .....----) ~ / / / 
0 0 )J) 
Students repeat the characters out loud as rapidly as they can 
write as they go through this drill several times. I find it gets 
better results than teaching the length of one particular outline,. 
1. 
Contributed by: 
Mrs, Anna M . Fontana 
Southington High School 
Southington, Conn, 
I use the following devi ces: 
Brief form flash cards. 
2, Writing over and over already written shorthand notes 
(written as nearly perfect as possible) - shadow writing. 
3, Writing shorthand with eyes on tht. book in the beginning 
of the course. This tends to show students that all that makes them 
slow is not knowing the words, 
Contributed by: 
Loui s e B r owning 
Montr ose County (Colorado) High School 
125, 
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Motivation charts are of tremendous help in stimulating 
students t 0 greater efforts, On a large , round piece of card-
board wit h about six or seven 2-inch rings on it, in the form of 
a bull's eye, each ring labeled with a speed, tack little squares 
of cardboard-- about 2 x 2" -- with the student's name, A s 
soon as a student attains a new speed, move the name card to a 
new position on the chart, Thumb tacks are used to hold the 
name card to the chart, Bright,contrasting colors help to make 
the charts attractive, The top half of the chart might be used to 
record transcription or typing speeds, and the bottom part of the 
chart might be used to record shorthand speeds, 
Contributed by: 
New Britain Senior High School 
New Britain, Connecticut 
The transcription teacher should have each student 
construct a progress chart for use in plotting his record through-
out the term, The teacher should also plan the work of the class 
so as to record scores or speeds in his record book almost daily, 
In addition, the teacher should prepare a folder in which each 
student can file his transcripts during the semester, After the 
objectives have been agreed upon, they become a measuring 
device against which students and teacher can compare progress 
and set new goals when old ones have been realized, Three or 
four weeks after the beginning of the term the teacher should have 
an individual conference with each student during the transcription 
period, The nature of this evaluation procedure necessitates 
several conferences during the term, though they need not neces-
sarily be lengthy ones, 
Glen E. Murphy, School of Business, 
Florida State University 
''Cooperative Student- Teacher Evaluation 
in Transcription Builds Responsibility," 
United Business Education Association Forum 6:25, April, 1952 
12 7. Formerly, I considered stimulating competition an ex-
cellent means of improving the learning of shorthand, Speed and 
accuracy charts, showing the achievement of each pupil in 
48, 
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relation to the group were placed on the bulletin board,. 
Marks were in accordance with the student's rating in the 
class. This experience disturbed me be cause t he merits of 
this marking system were not consistent with the principles 
of learning. My newer philosophy recognizes the fact that the 
student is helped by diagnosing his own errors.. No device is 
more profitable tJ:tan the s tudent ' s own analysis of errors -
why the error was made and what kind of remedial learning is 
needed to correct the cause of the error.. Measurement and 
analysis charts or graphs made by t he student for personal 
use furni sh visual and hel pful infor rnation. The tea.cher may 
suggest methods of charting and analyzing , but the student 
should do the work; no one knows better than the performer 
why he made the error and no one benefits more than he by 
remedial work~ Thus the student will strive to better his in-. 
dividual record and make progress towar d the higher achieve-
ments he has selected. 
Ella Becky Sharp, 
11A Teacher of Shorthand Revises 
Her Philosophy. 11 
United Business Education Association Forum 5:18, October, 1950 
128. 
129. 
Definite procedures a r e fo llowed eac h day on entering 
the room. This plan is explai ned once and thereafter followed 
each day, eliminating the need f or specific daily directions. Thus 
we are enabled to ge t the maximum value out of our time and 
avoid confusion and loss of time at the beginning of the period; 
i.e. In shorthand some prede termined le tter or sentence is 
written for speed. Pupil s a r e urged to write as many lines as 
possible before the classwork begins. A compar ative record 
may be kept of the number of lines written each day., In trq.n• 
scription, the students are told to begin transcribing, immediately 
upon entering , some p r evi ously dic t a t ed materials. 
Contributed by: 
New B ritain High School 
New Britain, Connecti cut 
Periodically s tudents are t imed on the ir transcription 
work - and results a r e posted. They compete with each other 
SHORTHAND- TRANSCRIPTION 49. 
(if they desire) but primarily ''with themselves 11 to better their 
rate each time, 
Contributed by: 
Mrs, Georgia Ann Eng 
St •. James High School 
St. James, Minnesota 
IV. SPECIFIC METHODS TO IMPROVE THE MAILABILITY OF TRAN-
SCRIPTS, 
130, Have some of the letters in every presentation tran-
In 
scribed in final mailable form, with at least two carbon copies, 
Require an addressed envelope and see that enclosures are 
properly attached, Not all dictated material needs to be read 
back and not all of it needs to be transcribed, There is, 
nevertheless, a serious danger in going too far in that direction, 
Herbert A. Tonne 
New York University 
"Procedures in Teaching Office-
Style Dictation, 11 
Balance Sheet 30:109, November, 1948 
131 p At the beginning of the semester, advanced shorthand 
students are given 15 "student dictation cards,'' There are 
blanks for the following items on these cards: student's name, 
date, number of letters, dictator's comments, and dictator's 
signature, In order to obtain credit in advanced shorthand, 
each student must turn in his 15 cards signed by the dictator, 
to verify the fact that the student has produced 15 mailable 
transcripts, Local businessmen and high school faculty mem-
bers are asked to dictate to the students, 
Elaine Skeltraw , Business Education 
Coordinator, Central High School , 
Dowagiac, Michigan 
"Practical Education in Advanced Shorthand" 
Balance Sheet 31:119, November, 1949 
50., 
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There is an added zest and enthusiasm for producing 
mailable work on the first attempt if the students know that 
one of their transcripts is going to be mailed. Whether it is 
(a) the first mailable transcript to reach the teacher's desk, 
(b) the neatest transcript , or (c) the one with the most pleasing 
placement will depend upon goals or standards the class is 
striving for at the moment. 
Mrs. Helen H. Green 
Michigan State College 
"They'll Make the Transcripts Mailable 
If the Letters Are to Be Mailed. 11 
Balance Sheet 32:64, October, 1950 
133. Occasionally after finishing dictation, the students 
should be asked to turn back to a letter given on a certain day 
and type it. This gives practice on cold notes and it shows 
the need for dating work. 
Paul S o Lomax and John V. Walsh, 
11 Problems of Teaching Shorthand. 11 
Prentice-Hall, 1930, page 48 
134. For training students on transcription, I follow a 
four point plan. 
1. They transcribe perfect notes in the textbook, this 
material having been dictated several times to them. 
2. They transcribe from their copied notes of the mat-
erial in the textbook. 
3, They transcribe from their notes a letter from the as-
signment which they have taken from dictation without 
watching copy. 
4, They transcribe from their notes new material. 
Because secretarial training and dictation must be 
taught during only one hour of the day, students begin early in 
their first year with the four point plan outlined above, However , 
they are not expected to have perfect beginning transcripts. For 
instance, on the first few only a salutation, date, complimentary 
close and reference initials are typed. Then the inside address 
is later added, enclosure notation letters, subject lines and 
attention lines. In the beginning only one style of letter and one 
135, 
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type of punctuation is used ... later other styles are introduced, 
These styles of letter and punctuation are taught in their typing 
classes, but are often forgotten, 
Contributed by: 
Mrs. Georgia Ann Eng 
St. James High School 
St .• James, Minnesota 
Considerable practice should be given in setting up on 
the typewriter letters from unarranged copy. All the factors 
involved in transcribing a letter from notes are present in this 
exercise except those of shorthand and spelling. 
PaulS. Lomax and John V. Walsh 
''Problems of Teaching Shorthand. 11 
Prentice""Hall, 1930, page 48 
136, Cmsiderable practice should be given in setting up on 
the typewriter letters from shorthand plates. Such letters differ 
only from the students 1 own shorthand letters in the excellence 
of form, The same problems of spelling, vocabulary, letter 
placement, etc,, which the students should have to face in 
transcribing their own notes must be faced, 
PaulS. Lomax and John V. Walsh 
"Problems of Teaching Shor thand 11 
Prentice-Hall, 1930, page 48 
137. There should be considerable practice in typewriter 
transcription of dictated letters, This must be carried on under 
actual office conditions. That is,. the students must have access 
to the files, to the refe renee books, to the adding machines, and 
to other office equipment. 
PaulS. Lomax and John V. Walsh 
"Problems of Teaching Shorthand, 11 
Prentice-Hall, 1930, page 48 
Boston University 
School of Education 
\ 
Library 
52., 
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Almost every teacher of shorthand tells each year's 
class, ''The r e are no 70%, 80%, or even 90% papers in an 
office. The letter that is to be mailed must be 100% accurate. 11 
An examination of your own mail will disprove this. Many 
stenographic slips are aD.owed be cause they are unnoticed by 
either the trans criber or the dictator. Don ' t taunt your fledg-
lings with the 100% myth and by unspoken comparison belittle 
their efforts; chaJ.J.eng~ them to achieve perfection as such in 
order to become one of the be tter w orkers. 
Ruth L o L ;::t:J:"s ons; Assistant Professor 
of Busi ne s s Education 
Teache r s 1 C olJ.ege of Connecticut 
"Establishing Reading Habits in Short~and" 
United Business Education Association Forum 4:41, Februar y, 1950 
139. 
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In evaluat ing transcr ipt s or other typewritten work, I 
endeavor a lways to justify my c :r.iticism in terms of the employ-
er's viewpoint,. A le tter handed in with a 1nessy erasure is a 
failure because 11it would not be possible for the employer to 
sign and send it out without jeopar dizing the esteem of the firm. 11 
How muc h better • • • this is • • • than the criticism that 
"We don't allow p oor erasures in this class .• 11 
Joseph B . Cleary, Pace College, 
New Y o:!:' k, N o Y . 
11 Sugge stions to the Beg inning Teachers 
of Shorthand and Typing. 11 
Journal of Business Education 26:389 , May, 1951 
140~ We begin transcription a t the same time we begin 
shorthand because to start tr anscription of simple, easy mat -
erial after the student has attained a definite degree of profi -
ciency in shorthand is to retrog r ess f rom the student's point 
of view and is thus discour aging. It i s natural for the student 
to have simple, easy material for trans cription when she 
starts transcription a t the same time she begins the study of 
shorthand. 
Helen Halbersleben, University of 
Nebraska 
"Begin T rans cription When -:Y.ou Begin 
In Shorthan d" 
Journal of Business Education 23:14, September 9 194 7 
141. 
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Along about February, I say. 11 Up until now , all the 
letters that have been dictated to you have been grammati cally 
correct; but fr om now on some of them won't be. If you recog-
n i ze .::m.d c orrect an error of that kind, I will see that you get a 
tw o -priin t bonus on that transcript •. " Someo1;1e will always sayb 
11Suppose we don't see it? 11 "No penalty because I know you w ill 
be s o a shamed that you di dn 1t see it that that will be penalty 
enough. 11 
Marie M . Stewart 
Sto.nington High School 
Stonington, Connecticut 
"How to Make Transcription English Stick" 
Business Education World 30:35, September, 1949 
142. 
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The teacher leads the students but does not think for 
them. The procedure is as follows: First of all, he as signs the 
first short letter to one student in the class. If the letter is long, 
he assigns only the first paragraph to this one student. The 
student is instructed to read aloud the paragraph or letter, 
calling attention to all possible transcription errors and difficul-
ties and advising the other members of the class of the nature of 
the e r rors and how they should be corrected. The other mem-
bers direct all questions concerning the errors to this one per son 
who must defend her decisions. If incorrect decisions are made 
and the class as a group is unable to determine the correct deci -
sions, the instructor comes to their assistance. In some cases, 
the p r oblem may be referred to a committee or the entire class 
for investigation with instructions to report back on the following 
day. It is the responsibility of the teacher to avoid any loss of 
time when differences of opinion arise. 
Audra L. Roberts 
Indiana Unive r s.ity 
"Transcription - Self Taught. 11 
United Business Education Association Forum 7:29, March, 1953 
143. Students require a great deal of pracLce before they are 
able t: 11 i:ype smoothly from their shorthand notes. One good 
p r ac tic e plan starts with dictating to them a whole page of short 
54. SUCCESSFUL DEVICES IN TEACHING 
sentences. These may all be of the same length, but better 
strategy calls for having them of increasing length. The 
pupils are then given just time to read a single sentence. 
Then a few seconds only are allowed for typing this sentence. 
At a signal, each pupil throws back his carriage, whether he 
has finished typing the sentence or not. If the sentences in-
crease in l ength as the exercise progresses, even the brighter 
pupils should be compelled to work up to their maximum speeds 
before you are finished. 
Adapted from: 
Hazel A . Flood 
"Brass Tacks in Skill Building 
in Shorthand. 11 
Prentice Hall, 1951, page 56 
144. A good m otivating device for the shorthand class is 
to make individual assignments for four or five students in the 
class. Ask each f them to bring in a different type of letter 
-- application, claim, adjustment , sales, etc. -- to be dic-
tated to the class. All the letters are dictated during the dic-
tation period by the students bringing them in.. The letters are 
then typed and prepared for mailing, When they are collected 
they are given to the dictators who check them for mailability. 
After each student - dictator has checked his letters, the teacher 
checks them. Lear ning skills derived from the assignment are: 
1. The students must be able to identify the types of 
letters they are dictating. 
2. Students get practice in dictating. 
3. Students get p r actice in taking dictation from 
diffe r ent per sons. 
4;. Students transcribe from unfamiliar and original 
copy. 
5. Students learn to evaluate their work and that of 
their classmates. 
6. The students have a part in planning and carrying 
on the class work. 
Contribut ed by: 
Miss Bennye D . Black 
Booker T . Washington High School 
Montgomery, Alabama 
145, 
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All letters dictated to my sho.rthand students are 
given file numbers'-' Thus, if a student is out for any period 
I may pick up work missed for his benefit. For instance, if 
I am dictating a letter from t he text used by the class and dic-
tating it on the fifth day of January and the letter happens to be 
the first one dictated, I would use this file number: Tl-5-1, 
For Dictation from Mailable Transcripts I use DMT or for 
Shorthand Dictation Studies I use SD. Each letter handed in 
is checked off in my shorthand record book. You'd be sur-
prised how much material I get when they (students) feel an 
accurate check is made., 
Contributed by: 
(Mrs.) Katherine S. Green 
North Little Rock High School 
North Little Rock, Arkansas 
When dictation is being given for letters that are to 
be transcribed in mailable form,. train the students to leave 
three lines at the top of each letter. This space is to be left 
for special instructions about the letter that may not be given 
until the teacher finishes the dictation. A good technique in 
the office, therefore the girl needs to be trained at school for 
it, 
Contributed by: 
Mrs. Ethel Hart 
Fairview School 
Camden, Arkansas 
In the teaching of transcription, have every letter 
dated on the bottom of the stenographic tablet so they can be 
found immediately when referred to at a later time, Ask that 
a letter of last week be transcribed so as to see how the 
students get along on cold notes and also to give them an oppor-
tunity to use the date you had them place at the bottom of the 
page. 
Contributed by: 
Mrs. Ethel Hart 
Fairview School 
Camden, Arkansas 
56. 
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If the teacher has been teaching transcription without 
the use of the little eraser shields f.o1rexper.terasing1 she should 
do it no longer fo r all she has to do is ask her typewriter dealer 
for them and he will give them to her as a good - will and adver-
tising medium. 
During the last 1nonth of transcription training, have 
every letter typed on letterhead stationary with a carbon copy •. 
This le t terhead can be managed by mimeographing it.. Have each 
student design her own letterhead on a stencil and mimeograph 
as much as she thinks she will need. Students will enjoy doing 
this themselves. Some copy paper (onion skin) inust be put in 
the students 1 experience of t r anscription too, 
Contributed by: 
Mrs, Ethel Hart 
Fairview School 
Camden, Arkansas 
When the transcription group is not too large, I have 
the students submit their letters to me as soon as they have 
finished them.. (They are instructed not to stand in line but to 
start the new letter and bring the one which is finished as soon 
as they see that I am not busy.) I check the letters while they 
watch, It does wonders for spelling, punctuation and arrange-
ment., 
Contributed by: 
An Indiana High School teacher 
V. SEVERAL COLORFUL AND EXCITING METHODS TO HELP YOU 
ESTABLISH BUSINESS OFFICE PROCEDURES IN THE CLASSROOM. 
150, Set aside one par t icular day near the end of the semester 
and call it OFFICE EMPLOYMENT DAY . Every girl is to wear 
what she would wear if it were her first day in the office where she 
was employed. She is also to conduct herself as to manners,. 
technique at the typewr iter, system and order at her desk, greeting 
151, 
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of classmates, etc., just as if she were in an office. 
Contributed by: 
Mrs. Ethel Hart 
Fairview School 
Camden, Arkansas 
571 
Office-style dictation may be accomplished by present-
ing to the class a situation in which an irate customer has re-
ceived from a mail-order house a shipment of damaged merchan-
dise, or an automobile owner received only a month's satisfactory 
wear from a tire which carried an 18-month guarantee, It is as-
sumed that these people have written rather strongly-worded letters 
concerning these products, Then, after becoming acquainted with 
' the situation, students are asked to dictate answers to the remain-
der of the class, Sometimes the situation is reversed by having 
the student present the situation and the teacher dictates a reply 
to the letters, 
Contributed by: 
John E. Freed 
Hurst High School 
Mt. Pleasant , Penna, 
It is a well known fact that all business men do not dic-
tate at an even and regular rate of speed, There are variations 
in speed, pauses, corrections, and interruptions in the dictation. 
We find occasional extreme variations of speech ranking 
first with 74, 5o/o of the 102 teachers reporting their dictation 
m ethods. Occasional pauses is a close second with 71. 5o/o. Cor-
rections by the dictator is in third place with 62. 7 o/o. Intentional 
interruption by the instructor is listed in f ou..r th place, Speed 
regular and controlled at all times is in last place with 25. 4o/o, 
•••• The variety of dictation that the stenographer is going to 
be subjected to seems to be well recognized by a large majority 
of instructors. 
Samuel C. Bedinger, ''The Present Status 
·, of Shorthand Content and Methods in 
Universities, Colleges, Teachers Colleges, 
In High Schools and Private Business Schools. 11 
Master's thesis, Colorado State Teachers College, 1938, page 54 
58 • .. 
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Ev~ry week,. exc·ept exam wceek, the class draws lots 
to se~ who will he ''t~acher'' for the :next week.. That student 
then prepares that lesson and takes over - answers questions, 
r .eads the dictation, etc. This is quite a help when th~ instructor 
is absent '" there is always someone to read the dictation at 
the proper rate of speed. 
Contributed by: 
Mary Bugar 
Bend High School 
Bend, Oregon 
The advanced students are asked to take down in 
shorthand the announcements which come over the PA system 
every morning. Teachers of other departments are encouraged 
to dictate letters whenever possible and have the students tran~ 
scribe their notes. 
Contributed by: 
Miss Edith L. Kneubuehl 
Dover High School 
Dover, Ohio 
Good articles, poems and so on from familiar publi~ 
cations (for instance: 11 R eader' s Digest'', ''Coronet11} on secre-
tarial behavior and etiquette are dic tated,. 
Contributed by: 
Mrs. Georgia Ann Eng 
St. James High School 
St. James, Minnesota 
Characteristics frequently f ound in office dictation are: 
1. Less-than-ideal physical conditions for note taking .• (The 
stenographer may have t o stand up, hold the notebook on her 
knee, or use a pencil inst ead of a pen.) 
2,. The dictation may be garbled by a cigar .,. pencil,. or other 
for ·eign object in the mout h of the dictator. 
In 
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3, Interruptions in the dictation may be caused by visitors 
or telephone calls, 
Students need instruction in coping with these character-
istics of office dictation and considerable opportunity for practice 
in situations that simulate actual office conditions. 
Irol Whitmore 
Indiana University 
''Improving Learning and Achievement 
in Dictation and Transcription" 
American Business Education Yearbook 1945, page 152 
157. 
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Each day when the tardy bell rings, the president is in 
front of the room, calling the pupils to order and telling them 
to open their books to one of the letters studied in the homework 
assignment. • , •· • The president immediately starts calling 
on pupils at random to read one sentence each, prompting them 
if they hesitate. This reading is continued until the teacher takes 
over the class. 
Rosalyn R. Shostak 
Manual Arts High School 
Los Angeles, C a lifornia 
"Shorthand Classroom Organization" 
Journal of Business Education 27:283, March, 1952 
158. I found that an excellent motiv ating device is to read 
briefly to the class a p .ertinent piece of literature from business 
education journals which support a point I have been making in 
class. For example, ••• I discovered that pupils often became 
dissatisfied with repetitive reading of shorthand plates. • •• I 
brought to class and read the summarizing conclusion of the 
study by Ruth Anderson concerning the relative effectiveness of 
reading and writing shorthand plates, (Business Education World, 
September, 1948, page 20) •. 
Josep!J. B. Cleary, Pace College, 
New York, N . Y . "Suggestions to 
the Beginning Teachers of Shorthand 
In and Typing, 11 
Journal of Business Education 26:389, May, 1951 
60., 
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(An assi2'nment) Mr, B o L •. Meyers, Director of the Per son-. 
nel Division , notifies your sect~on that his secretary is ill 
today and you are asked to substitute for her-, You will need 
to keep an accurate record of all phone messages left for Mr., 
Meyers; or messages of per sons who are in the office when he 
is out, or not available.. Mr .. Meyers attends a Board Meeting 
which lasts two hours , and the following telephone messages 
are. left: (Dictate fic t itious messages, giving time of the call 
first, then the name of caller 8 and message left~ Have these 
transcribed . .., Ask students to a rrange them in the order in 
which they would give them to Mr,. Meyers),. 
June A. Ayers and Dorothy H. Veon 
11 A Teaching Unit for Shorthand Students'' 
Journal of Business Education 26:336, April, 1951 
160, 
In 
Frequently, I dictate a quantity of letters from one of 
my regular sources, without supplying names and addresses, 
Then I distribute the letters fr .om our file and instruct each 
student to take the inside address and salutation from the letter 
she receives. A strange letterhead can be quite an enigma to 
a novice. 
Dorothy Heit Clifford,. formerly at 
Delehanty Secretarial School, 
Jamaica, New York 
''My Favorite Devices for Teaching 
Transcr iption,'' 
Business Education World 33:130, November » 1952 
161. "Miss H a ines , 11 I said, interrupting one of my stu-
dents who was transcr ibing a letter, "will you send this tele-
gram for me?;, , , , Perhaps to some teachers, interrupting 
a student in the midst of a transcription is an unheard-of-
procedure. In my class,. it is an important part of the final 
stages of the p r ogram,. des i gned to introduce into school 
training realistic office procedure. 
Dor othy Heit Clifford, formerly at 
Delehanty Secretarial School, 
Jamaica, New York 
"My F a vorite Devices for Teaching 
In T rans c :d ption. 11 
Business Education Wor ld 33:130 , N ovembe r. » 1952 
162,. 
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Do your students fold their papers and endorse them 
on the back, or do you direct the students to observe the ''office 
method'' of keeping all papers flat, often fastened together with 
a clip or pin in the upper left-hand corner? If a pin is used, 
do your students make sure that the pin point is buried between 
the pages? 
Clarabelle McDermand 
State Teachers College, North Dakota 
"Seven Suggestions for Developing 
More Business-Likeness in Business 
Classes, 11 
Business Education World 32:72, October, 1952 
163. 
In 
In many schools, the only business desk that students 
will see befor·e they arrive in an office, time card in hand, 
will be the teacher's - yours, , • , The least you can do is to 
have a blotter on your desk, •• , Use small card files for 
keeping records - that ' s what business uses,. Arrange station-
ery, carbon paper, envelopes , and whatever other materials you 
your self use in a systematic way in a desk drawer. 
Clarabelle McDermand 
Stat e Teachers College" North Dakota,. 
"Seven Suggestions for Developing 
More Business-Likeness in Business 
Classes .... 
Business Education World 32:7 3, October, 1952 
164. In the last semester, I have one student act as secre-
tary for the day .•. She sits at my desk and writes on the corner 
and has the privilege of stopping the dictation or asking to have 
it repeated as she is the only person who is going to transcribe 
that dictation. When the dictation is finished, she goes to her 
typewr iter and transcr ibes i t on letterheads, with a carbon copy, 
and submits it for my signature. 
Contributed by: 
An Indiana High School teacher 
62, 
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Secretary by the Week: 
To c ollect and arrange papers by numbers (previously 
assigned alphabetically. 
To r e c or d the assignment and list any absentees of the 
day (that day's date used), for reference for makeup work or 
next assignment by ins tructor. 
To Establish Habit of Dating: 
Dating checked and required on every piece of work done 
or handed in •. 
Dat es in business are always important. Dates are also 
important in the affairs of the indivi dual. 
Contr ibuted by: 
Miss Mabel I . Pinson 
High School, Business Department 
Abilene, Kansas 
On different occasions select a certain member of the 
class to be the stenographer for the period. Tell her that she 
is to be your 11 stenogr apher 11 for t oday; that you will regulate 
your dictation rat e to her speed; but insis t that she mus t get the let-
ters in such a way that she will be able t o transcribe them, If 
she knows she has to get the letters. she will get •the Sa.ine 
reaction as in an office, 
Elizabeth L . R ogers 
Chico State College, California 
''Tips on the Teaching of Transcription. 11 
Journal of Business Educati on 23:19, May, 1948 
167. I t r y to ass i gn each senior as secretary to some teacher 
who has clerical work and correspondenc e to be taken care of. 
Few teachers are willing to dictate l ett e r s so they usually write 
them out for the girl s , but at l east they get the satisfaction of 
knowing that the l etter s they type are going into the mail instead 
of into the was t ebasket. 
Contributed by: 
Edit h L . Teepee 
Ashtabula Har bor (Ohio) High School 
168. 
169. 
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For the past four years I have had a plan whe r eby 
faculty members were furnished secretarial help fo r a maxi-
mum of two hours a week the last month of school. Only d i c -
tation is to be given. This may be dictation of letters , 
speeches, articles, lecture notes or material for classes. The 
work is not to consist of typing from printed copy. Students a r e 
requested to make one carbon c o py so that I might check the 
quality of their work. The faculty members each have a list of 
the points necessary to make the plan beneficial to them as well 
as to the students. Students may choose whomever they wish to 
work under •. 
Contributed by: 
Mrs. Betty Lou Ratliff 
Big Spring Senior High School 
Big Spring, Texas 
Some Devices to Provide 11 0ffice-Like 11 Atmosphere in t he 
Transcription Course. 
In the senior transcription class, I try to duplicate 
office situations in order to expose pupils to 11 office-like 11 
procedures. Here are some of the methods I use: 
1. Several times during the year I have the Principal or 
Assistant Principal dictate business letters to the senior t r an-
scription class. The pupils transcribe the letters jus t as t hey 
would if they were working in the school office, with carbon 
copies and envelopes -- as though the letters are to be ma1led. 
These transcripts are corrected by me (I, too, take the d icta tion 
along with the pupils and transcribe my notes) and discussed and 
analyzed with the students. 
2. Another device I used to provide an office-like atmos -
phere is to give dictation of a transcript in the typing r oom o r 
office machines room, while other pupils a r e operating the 
machines. 
3. Often, for material to be dictated, I use lette r s which 
were actually dictated in a business office. These I have s ecured 
from various summer stenographic jobs I have hel d. 
4. Sometimes I give dictation at uneven rates -- by making 
up an answer to groups of letters mentioned above. 
5. Other times I have pupils take dictation standing u p ; 
other times they take the letters with notebook on kne e rather 
than on the desk. 
Contributed by: 
Ann Dritsas 
Branford (Conn. ) High School 
64, 
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For beginning shorthand classes, I have found shadow 
writing to be a very effective aid in building speed in shorthand 
writing, 
Gregg dictation records ar .e of great help to us, 
We find that students working in groups do much better 
work than those working alone, Group criticism is a very effec-
tive spur to those who are lagging, The pupil is allowed to 
"demote" himself to. a slow-reading, slow-writing group, or 
"promote 11 himself to a fast-reading, fast-writing group 11 
A group of businessmen from various industries in the 
city were invited to dictate letters to our shorthand classes •. Each 
man visited our school once a month and dictated actual letters 
from his office, This gave our students the opportunity of taking 
varied dictation at varied speeds, It also gave them the oppor-
tunity of meeting business men of different personalities and they 
enjoyed the samples of actual office experience •. 
We do not compare grades. Every person works to his 
own capacity and is graded accordingly. 
Contributed by: 
Mrs, Frank D. Stief 
C. B. Glenn Vocational High School 
Birmingham, Alabama 
The clerk of our school board is a lawyer who is very 
gracious about coming in to my advanced shorthand class to 
dictate •. He takes a hypothetical divorce case and dictates all 
of the various papers that might be necessary, stopping to explain 
just what must be in the heading of each one, stressing the need 
to have each one conform to legal form. A few days before he is 
coming I give the students a list of legal words that they are not 
familiar with, giving them a chance to look up both the longhand 
and shorthand spelling for them, We use long duplicator paper 
in place of legal paper (cost, an item!) and the girls transcribe 
all of their notes, I look the transcripts over (once he had his 
own secretary type up copies for me to be sure I had correct 
samples) and give the lawyer a verbal report on the students' 
work later. 
The girls are scared to death at the idea of taking dicta-
tion from a lawyer, but then get a real thrill out of realizing that 
they have gotten all of it. He graciously goes slow enough so that 
172. 
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they may be sure of getting it all and thus gain confidence in 
their own abilities, 
Contributed by: 
Edith L. Teepee 
Ashtabula Harbor High School 
Ashtabula, Ohio 
In transcription class we use two shorthand notebooks 
- one for practice and one for letters to be transcribed, Tran-
scription notebooks are organized in office style. Letters are 
dated, marked out with a diagonal line after transcription, and 
a rubber band marks the place where the next empty page is lo-
cated, We emphasize the fact that notebooks are an important 
record and often used as a reference - therefore should be neat 
and well kept. This procedure helps create an "office atmosphere" 
in the classroom, 
Contributed by: 
Shirley Anne Miller 
Hall High School 
Spring Valley, Illinois 
I have my shorthand students read from their notes in-
stead of the perfect plates in the book. As soon as the students 
are capable of writing a complete assignment, they read from 
their notes. In fact, they read from their notes a majority of the 
time~ and it works beautifully as they become conscious of pro-
portions and want their notes to be accurate to read from, when 
called on at random, 
Contributed by: 
Mrs. Betty Lou Ratliff 
Big Spring Senior High School 
Big Spring, Texas 
Authorities say that if a student learns the brief forms 
thoroughly, they have a good foundation for all shorthand learning, 
66; 
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I have used an original idea of 'mine this year to help my stu-
dents with their endeavor to really master the brief-forms .• 
I took a light colored window shade and wr ate all the brief-
forms on it with a wide art pen so the characters would be large 
enough to be read by students in back of the room. India ink 
was used for this writing;.: Every day or so this window shade 
is pulled down just as a wall chart in geography or history would 
be, and we have a two-. minute reading drill from it. Sometimes 
this little reading session is followed by writing the forms about 
six at a time until we can write each group of six very fast. 
Contributed by: 
Mrs. Ethel Hart 
Fairview School 
Camden, Arkansas 
Relative importance., Dictate three .or four telegrams.,. 
two or three memoranda and some letters, 
Say to the class, 11Imagine that it is 4:30 in the office 
and that you plan to leave at 5:00. Transcribe in order the 
things which are mast important ... and get ready for the mail as 
many as possible. 11 
Quoted from the Tri-State Business 
Educator •• Fall, 1941, by Theodore 
Woodward, 1'1 Teaching Tips for Teachers 11 
American Business Education 6:119, December, 1949 
176 .. 
In 
One of the most difficult parts of taking a new office 
job is meeting all the other employees the first day at work. 
So, I have my pupils take turns being the new employee, and I 
introduce· the Hnew~'~ worker to the other "workers 11 in our 
11 office. n The class very soon develops the habit of making 
this little act quite realistic .. 
Adapted from: 
Florence W. Dunbar, Morton High 
School, Cicero, Illinois 
11Projects Make Consumer Studies 
More Interesting to the Student. 11 
Business Education World 34:36,. October, 1953 
VIo 
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INTERESTING METHODS OF PRESENTING PREFIXES AND SUF-
FIXES. 
Wor d families. 
When teaching word families, instead of dictating 
or reading the words, write the beginning word or the ending 
word on the blackboard, Let each student write in shorthand 
as many words as he can think of with the word beginning or 
word ending. 
Nellie Ellison, 
Concord College, Athens, West Virginia 
11Shorthand Motivation 11 
Balance Sheet 33:159, December, 1951 
178. 
In 
The repetition of a number of outlines representing 
the same sound pattern or principle is better than the repeti-
tion of one outline only. For example, when teaching the suf-
fix ship, it is better to repeat a series of outlines as friend-
ship, hardship, leadership, steamship, workmanship, sports-
manship than to repeat the outline for any one of these words, 
••• This does not mean that the learner should never practice 
single outlines, but it does me an that he should not confine his 
practice to them. He should always isolate for special practice 
any element that troubles him, Then restore it to its original 
setting and continue with his practice. 
Esta Ross Stuart, formerly lecturer 
in education,. University of California , 
11how to Get the Most Out of Repetitive 
Shorthand. 11 
United Business Education Association Forum 4: 13, October, 1949 
VII. FIELn TRIPS AND OUTSIDE SPEAKERS CAN BE EXCITING AND I NTER -
ESTING FOR THE STUDENTS OF SHORTHAND -TRANSCRIPTION CLASSES 
179. The students make an itinerary for a two weeks 1 trip, 
usually working in groups. The date of starting, the exact time 
68,. 
180, 
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the travel conveyance leaves, and the name or number of the 
station or dock from which it leaves, the mode of travel (rail-
road, bus .; airplane, boat;. et~ . ); type of accommodation (day 
coach, chair, Pullman, berth, stateroom, etc,); the time of 
arrival at a given point; the name of the hotel or inn at which 
each one is to stay, and the time of departure to the next stop-
ping point are all put on each student's itinerary.. Students 
write to hotels, (using the Official Hotel R edbook), and to 
Chambers of Commerce, and clip all information they receive 
to their itinerary as one project during the year.· When the 
itinerary is completed I have a guest speaker ... usually one who 
ha.s travelled abroad, to give helpful points ontravelling, such 
as how to acquire a passport and things of that nature. One 
year Carol Lane" the travel export for Shell Oil Company,. spoke 
at a luncheon,. where my students were invited as guests •. 
Contributed by: 
Betty Lou Ratliff 
Big Spring Senior High School 
Big Spring, Texas 
For the past two years I have taken students to Fort 
Worth.. They tour the business offices and banks and observe 
working conditions, and gain valuable information concerning 
how an office is managed, A visit i s most beneficial in help-
ing them become better secretaries .• 
Contributed by: 
Betty Lou Ratliff 
Big Spring Senior High School 
Big Spring, Texas 
During the year we make trips to three types of offices 
.,. small ones (one girl), medium, and large (highly specialized 
work for each employee), Then we compare and discuss the kind 
of office each would like to get into and the advantages of each, 
Contributed by: 
Edith L o Teepee 
Ashtabula Harbor High School 
Ashtabula, Ohio 
182, 
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Voice Visits from Businessmen, By giving the students 
an opportunity to take dictat ion from businessmen in the commun-
ity, interest is stimulated and the need for reserve speed to take 
speed spurts which occur in office dict a tion is shown, Office 
dictation may be brought into the classroom by recording the 
voices of businessmen in the community during actual dictation 
in the office, 
Delta P i Epsilon Committee 
11 Good C l ass room P r actices in Business 
Education. 11 
South-Western Publishing Company, 1953, page 34 
183, 
In 
There is a real p lace in t he shorthand class for the out-
side speaker, It may be a successful graduate returning t o talk 
on ''What I Appreciate a t My Place of Wor k'' or it may simply be 
an advanced student discuss i ng ''How I Prepare My Shorthand 
Lesson11 or 11 What I Did t o Win My Award, 11 
Adapted fr om: 
Siste r M , Speciosa , HFN 
Hol y Family Academy 
Chi cago, Illin ois 
Business Educati on World 33:288 , February. 1953 
184 .. 
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Sometime during the first week , I have a six-foot tall 
businessman who starte d by t he stenographic route , come in t o 
talk briefly with my shorthand student s. Ye s , I tell h im that I 
picked him delibe rate l y t o help me squelch that idea that shor t -
hand is a "sissy'' subject, 
M r s ., Madeline S . S trony , 
Educational Dire ctor, Gregg 
P ubli s hing Company 
" Selling Shorthand: an Adventu r e 11 
Business Education World 29:283 . J anuary» 1949 
70. 
185,. 
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. . j ' .• ' . " . 
I have a particularly successful-graduate attend the 
first class, to tell what .she is doing and how grateful she is 
that she studied shorthand.. When the visitor has finished, I 
always describe one of her classmates who had trouble at first 
in learning shorthand but overcame that trouble to achieve con-
siderable success. Students are buoyed by such stories.,. 
Mrs.- Madeline S. Strony 
Educational Director, Gregg Publish-
ing Company, "Selling Shorthand: 
an Adventure. 11 
Business Education World 29:283, January, 1949 
186. 
187. 
At the beginning of the period I dictate the material in 
the first paragraph of the lesson~ Because the class knows that 
dictation will start immediately, they come to the room promptly 
and open their notebooks ready to take dictation,. As soon as I 
have finished dictating the preview material, I call the name of 
a student to dictate the first letter in the lesson, As she is dic-
tating, she writes the material so that she will not dictate faster 
than her classmates can write. When she has finished dictating 
the first letter, I call another girl to dictate the second letter, 
and so on through the lesson., While the girls are dictating, I am 
free to check the roll so that no time is lost from reading and 
writing shorthand. 
Because some students are more proficient than others, 
the speed of dictation varies; but at no time is it allowed to be at 
a rate faster than the girl doing the dictating is able to write. 
This combined warm-up and review of the homework 
prepared the night before takes app r oximately 5-8 minutes. The 
rest of the period is then free for concentrated teaching. 
Contributed by: 
Mrs. Violet Stenson 
Lodi Union High School 
Lodi, California 
Billy Rose, quoted from hi s column, ''Pitching Horse-
shoes'': ''There is not much jack for the jack-of-all-trades. 
In 
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Learn to do something specific• Learn shorthand: It opens 
doors and starts careers;, 11 
Mrs. Madeline S, Strony,_ 
Educational Director, Gregg 
Publishing Company 
11Selling Shorthand: an Adventure, 11 
Business Education World 29:284, January1. 1949 
In 
(Office visits) Vi:sits to bus.iness offices are of little 
shorthand value unless the pupils are to observe actual work 
in dictation or transcription, and unless an obliging secretary 
is willing to show the pupils her notebook, explaining in detail 
its markings, and unless office typists are called upon to explain 
such matters as why they make so many carbons •. 
Adapted from: 
Sister M. Speciosa, HFN 
Holy Family Academy 
Chicago, Illin.ois 
Busine .ss Education World 33:288,. February, 1953 
189 . In many advanced shorthand classes the teachers are 
always seeking the services of businessmen or other teachers 
to dictate material to their classes so that the students will have 
an opportunity to receive dictation from voices other than the 
teacher's, In my classes I always have at least 15 different 
voices in addition to mine •. 
Contributed by: 
Mrs, Violet Stenson 
Lodi Union High School 
Lodi, California 
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190. 
COLORFUL METHODS TO IMPROVE THE USE OF THE BLACKBOARD 
AND THE BULLETIN BOARD. 
Ruling the Chalkboard, If you have trouble keeping the 
lines of shorthand straight and parallel, semi-permanent lines 
can be drawn quickly with a white hectograph correction pencil. 
The pencil makes a fine, regular line that is readily visible from 
the back of the room when first placed on the board. After six 
or eight erasures the lines are still visible to the teacher as she 
writes the shorthand forms on the board although they can no 
longer be seen by th.e students. Use a music staff ruler for ruling 
several lines simultaneously .• 
Delta Pi Epsilon Committee 
"Good Classroom Practices in 
Business Education •. •• 
South ...- WesternPublishing Company, 1953, page 36 
191. I make permanent lines on the blackboard for teaching 
shorthand. This makes it possible to keep ••proportion of 
characters•• constantly before students. 
I have students do board work at the beginning of the 
writing period. The class is numbered 11 in 2' s 11 at the beginning 
of the writing program. The students retain these numbers,_ 
which makes it quick and easy to send a group to the board. Vo-
cabulary words are given using a set pattern such as starting with 
the first word and using every other word or every third word so 
there will be a set pattern for checking. The checking is done by 
the 1'No. 2 11 person checking the 11 No .• 1 11 who was sitting in front 
of him. The checker takes the text book for the checking. Having 
the book, the checker can settle a question if one arises. The stu-
dent discussion usually fixes the correct form in mind better than 
the teacher 1 s criticism . ., Also it saves much time. Every student 
is checked on every word.. When the checking is finished the 
checker stays at the board for the next writing and is later checked 
by the "No. 1 1' that he checked. 
Every student is given an activity which relieves the 
routine which can be deadly if the teacher is not careful. The 
teacher can watch the whole process and give help where it is 
most needed. 
I use white wax crayon for ruling the board but this could 
192. 
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be done in the same manner that is used for music or primary 
grade blackboards, The new process would be ideal, 
Contributed by: 
Gladys Melson 
Washington High School 
Washington C. H. , Ohio 
Motivation and "mental set 11 are easily accomplished 
by use of the blackboard before the tardy bell sounds. I place 
on the blackboard a joke, poem, remark, greeting (written in 
shorthand, of course), The students upon entering the room 
immediately begin to attempt to transcribe the shorthand out-
lines, By the time class begins the students have already begun 
to 11 think11 shorthand and are ready for introduction of the day's 
lesson, 
Contributed by: 
John E. Freed 
Hurst High School 
Mt. Pleasant, Pennsylvania 
Especially in the early stages, the successful teacher-
demonstrator keeps the eyes of the students 11 glued" to the 
blackboard with the presentation of each new outline, Attention 
should at all times be focused on the shorthand theory, words 
and phrases as they are written on the blackboard. It is im -
portant for the student to observe how the circle and hook vowels 
are joined to curved and straight characters and to note other 
features of the shorthand writing motions. The master shorthand 
teacher gives the students ample opportunity to observe the speed, 
easy and fluency with which shorthand can be written, 
John J . Gres$, Hunter College, 
"Audio-Visual Aids to Shorthand 
Te a ching, 11 
United Business Education Association Forum 5: 31., October, 19 50 
74. 
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One excellent means of creating interest in the 
course concerns the use of the blackboard. The teacher 
may start early writing assignments, directions and an.,. 
nouncements in shorthand (at first with some longhand) on 
the blackboard.,. These challenge the student and start him 
on an earnest hunt through his shorthand textbook. Before 
such notes are erased,. of course, it is well to have the class,, 
or one of its membe r s, read these notes aloud., 
Adapted :from: 
Sister M. Speciosa; HFN 
Holy Family Academy 
Chicago, Illinois 
Business Education World 33:287, February~ 1953 
195., 
In 
Writing on the blackboard.. Each student should be 
given an opportunity to write on the blackboard. The teacher 
can ask several students to go to the blackboard at one time. 
Students not at the blackboard can write at their desks or watch 
the students write on the board., After writing on the blackboard 
each student should go to the rear of the room and read his short-. 
hand.... If a word cannot be read, the student should correct his 
shorthand. The teacher should remind the students to write a 
little larger on the blackboard and write in columns that are ap-
proximately 18 inches wide .• 
Nellie Ellison 
Concord College, Athens, West Virginia 
"Shorthand Mot ivation'' 
Balance Sheet 33:157., December, 1951 
196. Actually, the board becomes the teacher's answer 
sheet in that all questions pertaining to the writing of shorthand 
outlines are answered (at least should be answered) by the 
teacher by writing the outlines on the board. In this respect 
the classroom procedure in shorthand is different from that 
of other business subjects,. which are not so dependent upon the 
"chalk talk11 teacher response. To be successful in teaching 
shorthand, it is necessary from the outset to develop a situation 
wherein classroom control is maintained from the board. This 
. In 
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requires a high degree of "showmanship". Furthermore, the 
teacher must be a master demonstrator if he is to sell his stu-
dents a bill of goods. SI?-orthand teachers must be profi-
cient in the art of writing at the board and in the use of the 
artist's tools - a clean slate, a good eraser, and a soft piece 
of chalk. 
John J . Gress, Hunter College 
''Audio-Visual Aids to Shorthand 
Teaching. 11 
United Business Education Association Forum 5:31, October, 1950 
In 
At the beginning stages of learning, the teacher shows 
on the blackboard the direction and movement of shorthand out-
lines. If difficulties arise, the student should feel free to ask 
for additional demonstr_ations. Too often the teacher neglects 
to give demonstrations after the initial presentation of the skill. 
The teacher's ability to demonstrate high-speed writing and to 
produce mailable transcripts gives impetus to learning by the 
students,. 
Ellis Becky Sharp 
"A Teacher of Shorthand 
Revises Her Philosophy. 11 
United Business Education Association Forum 5:17, October, 1950 
198. 
In 
One teacher thinks socializing the recitation is a good 
way to motivate the shorthand lesson. A group is sent to the 
board to write from dictation -- later another group goes to the 
board and makes the necessary corrections while the rest of the 
class are inspecting the work. Each pupil has an opportunity 
to have his errors pointed out,. to ask questions, correct each 
.others' errors, and all of the time he feels he is working with 
his classmates rather than for the teacher. 
Samuel C. Bedinger 
"The Present Status of Shorthand 
Content and Methods in Universities, 
Colleges, Teachers' Colleges, High 
Schools and Private Business Schools" 
Master's thesis, Colorado State Teachers' College, 1933, page 49 
199 .. 
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Since writing on the blackboard involves a different 
technique from that used in writing in the notebook, black.,.· 
board writing should be required of students only in case of 
emergency, as it is undesirable for them to practice a tech;., 
nique that will be of little or no value to them on the job .• 
Vera Amerson, Clyde E. Rowe, 
Helen Gulick, and Ann Brewington 
11 Improvement of Learning and 
Achievement in Shorthand., 11 
American Business Education Yearbook 1945, page 124 
200. When demonstrating at the blackboard, it is very im-
portant that everyone in the class can see what is being written. 
Many teachers do not write heavily enough for the people in the 
back of the room to see. The solution..,. more pressure in 
writing, or s.ofter chalk., 
Some times glare of light on the blackboard makes the 
demonstrated work unreadable in parts of the room. This ., of 
course, can sometimes be counteracted by use of the window 
shades,. or if there are empty seats , by moving pupils,., A more 
permanent remedy is to have a ••gallery lightN put in over the 
blackboard. You may have s.een these over individual paintings 
in art galleries"' They are simple to install and quite inexpensive .•. 
Adapted fro·m: 
Louis A. Leslie 
11 Methods of Teaching Gregg 
Shorthand. 11 
McGraw Hill Book Company, 1953 , page 265 
201. For Sten. II, III and IV classes, I place on the black-
hoard the most difficult words and the best phrases taken from 
the assignment for the following day, amounting to about thirty 
outlines. Pupils copy these while I check the roll.. This gives 
them something to do as soon as they come into the room. A 
theory test is given once a week on these words written on the 
hoard. 
Contributed by: 
L . A . Detring 
Omaha (Nebraska) Technical High School 
202 .. 
203. 
204. 
In 
SHORTHAND-TRANSCRIPTION 77 
Some shorthand and transcription devices that I find 
to be most helpful to my students are: 
1. Blackboard previews of phrases and new words. 
2. One-minute dictation at varying rates of speed .. 
3. For students to dictate to each other .• 
4. Repetition of letters at varying rates of speed, 
5. For variation, my class this year especially likes 
''direct dictation at the typewriter .• 11 
Contributed by; 
Miss Bernice E. Brown 
McClain High School 
Greenfield, Ohio 
The weekly assignment is put on the board. This gives 
the faster student an opportunity to study ahead; also any student 
who plans to he gone will know ahead of time what the assignment 
is. 
Contributed by: 
Mary Bugar 
Bend High School 
Bend, Oregon 
When records are kept in terms of what students have 
learned,. rather than in terms of what they have not learned, 
the bulletin board is an excellent place for them to see and 
discuss their daily progress . The practice of posting the best 
paper in the class is a good one. If individual dictation is to be 
given at any time oth~r than the class hour, a dictation schedule 
should be on the bulletin board, 
Vera Amerson, Clyde E. Rowe,. 
Helen Gulick and Ann Brewington, 
"lmpr ovement of Learning and 
Achievement in Shorthand,. 11 
American Business Education Yearbook, 1945, page 125 
78, 
2.05. 
In 
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Th~ October (bulletin board) arrangement was unusual 
and in keeping with the school home coming game and dance ... 
The heading on the board in shorthand was ""The Shorthand Kick-
off. 11 · A football player is kicking .,. not one,. but several foot-
balls., On each ball was lettered the name of a shorthand pupil 
with the highest score made to date,. Footballs bearing the 
highest scores were kicked the greatest distance, 
Ada Immel., Niles Township High School 
Skokie, Illinois 
''The Shorthand Bulletin Board. 11 
United Business Education Association Forum 4:32, October, 1949 
206 •. 
In 
The December bulletin board created much comment 
from pupils and teachers., The committee cut a large Christmas 
tree from a green desk blotter and then fashioned candles from 
bright colored linings of Christmas card envelopes and from 
bright bits of color from old Christma;s cards. Each candle bore 
the name of a shorthand pupil. In red Clristmas rope, the words 
Merry Christmas and Happy New Year were written in shorthand. 
Ada Immel,. Niles Township High School 
Skokie, Illinois, 
''The Shorthand Bulletin Board.'' 
United Business Education Association Forum 4:32, October, 1949 
207~ 
In 
The bulletin board can effectively be divided into three 
sections. The first should contain samples of superior student 
work, either in speed, accuracy or quality of penmanship. The 
second should be reserved for a miniature ''hall of fame•·• where 
names of winners are listed and congratulations extended •. Clip-
pings from newspapers and magazines pertinent to the class will 
make up the third section .• 
Adapted from: 
Sister M. Speciosa,. HFN 
Holy Family Academy 
Chicago, Illinois 
Business Education World 33:288, February,. 1953 
IX. 
208 •. 
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EXCITING DICTATION WHEN YOU USE THE RECORDING 
MACHINE 
Providing Additional Dictation., The voice recording 
machine makes it possible for students to take additional dicta-
tion at rates and times suited to their convenience, For begin-
ning classes, the teacher may dictate several letters from the 
textbook, announcing the page and letter numbers before each 
letter so that students may preview difficult words before taking 
the dictation. One letter may be dictated at several rates of 
speed to help students improve their writing rates. Students may 
be told to repeat each letter until every word of the dictation 
can be recorded with ease, 
If a disc recorder is used, each disc should be iden-
tified by lesson number.. As new discs are supplied to the stu-
dents, those previously used may be filed, for use the following 
year, If a wire or tape recorder is used, the material should 
be erased and replaced by material from more advanced lessons 
at slightly faster rates at frequent intervals. Students may be 
allowed to dictate the letters to the machine if the teacher's 
schedule is crowded, 
Delta Pi Epsilon Committee 
"Good Classroom Practices in 
Business Education, 11 
South-Western Publishing Company, 1953, page 34 
209, 
In 
When the students enter the classroom, the voice re-
corder is dictating today's assignment. The students see their 
friends busily taking dictation and this acts as an incentive for 
them to get started, They want to get as much warm-up material 
as possible before the classwork begins, 
Fred S, Cook, head, 
Secretarial Training Department, 
Coe College 
"Shorthand Homework Assignments 
Made More Effective Through the Use 
of a Voice Recording Machine. •·• 
Balance Sheet 34:342, April, 1953 
80 .• 
2.1 o. 
In 
SUCCESSFUL DEVICES FOR TEACHING 
The use of a recorder in dictation aids the teacher 
in several ways. First, it allows for more dictation. Second, 
it permits the teacher to get around the room and give pupils 
more individual help"' And third, and also important, it saves 
the teacher's voice. 
Adapted from: 
Lura Lynn Straub, 
San Diego State College 
••we Have an Assistant Teacher 
in Our Shorthand Classroom. 11 
Business Education W.orld ~3:449.; May,, 1953 
2.11. 
In 
Students like very much to practice from prerecorded 
dictation., They like to face the challenge of working at de sig-
nated speeds. Furthermore, there is no opportunity to blame 
the teacher for having speeded up on them.. A wire recorder 
especially fascinates them when the top is left off and they can 
observe the inside 11 works., 11 And on top of all this is the satis-
faction of doing homework together"' 
Adapted from: 
Lura Lynn Straub,. 
San Diego State College 
iiWe Have an Assistant Teacher 
in Our Shorthand Classroom •. n 
Business Education World 33:449, May, 1953 
2.12,. Miss Charlotte Riemer, Auburn, Illinois, finds the 
following use of the tape recorder very helpful. The night be-
fore she plans to use the recorder, she dictates the material 
she wishes to use the next day. Before the recorder is turned 
on, she previews the more difficult material. While the 
recorder is on for one, two ,. three or five-minute takes, she 
is free to observe the students. After the take, selected stu-
dents read back part of the take. After the reading, Miss 
In 
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Riemer brings before the class some of the habits and tech-
niques which she noticed, 
Theodore Woodward 
George Peabody College for Teachers 
"Teaching Tips for Teachers'' 
American Business Education 8:62, October, 1951 
213, 
In 
The first student to enter the room flips on the "Run" 
switch (of the wire recorder) as she walks past the machine to 
her seat, She writes the dictation which pours from the loud-
speaker for - it may be - as long as a solid hour at varying. 
controlled, timed speeds. As each subsequent student enters, 
she goes right to work at once be cause the dictator is already 
"on the air 11 which means that no noise of any kind is allowed 
or tolerated by the class itself, 
W. E. Gay 
Dept. of Business. Education, 
School for Vocational and Adult 
Education, Milwaukee, Wisconsin 
"I Love My Assistant - With a Switch'' 
Ame.rican School Board Journal 119:43, July, 1949 
214. 
In 
(Wire recorder) I use all of the reading pages from · 
the shorthand textbo.ok,. dictated at varying speeds onto the 
spool. After dictating a given page a few times the dictation 
changes to a different page. The student is afforded a slight 
refreshing pause when the machine says, "Now turn over to 
page 67 in your textbook; page 67 in your textbook will be 
dictated next, Are you ready? Here we go, 1 Dear Sir, 1 etc, 11 
W. E. Gay 
Dept, of Business Education, 
School for Vocational and Adult 
Education, Milwaukee, Wisconsin 
11I Love My A s sistant .... With a Switch. 11 
American School Board Journal 119:43, July, 1949 
82, 
215, 
In 
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(Wire recorder) I like to alternate the b~ginning 
pages in the textbook with the more advanced pages because 
this alternates easy matter with more difficult matter, famil-
iar matter with less familiar matter. For example,. page 37 
is followed by page 112 ~ then page 45 is followed by page 136, 
and so on. Of course, the progress of the class decides which 
pages I can use, 
W, E. Gay 
Dept. of Business Education,. 
School for Vocational and Adult 
Education, Milwaukee, Wisconsin 
11 I Love My Assistant - With a Switch. 11 
American School Board Journal 119:43, July, 1949 
216. 
In 
{Wire recorder) When the spool is an integral part of 
the daily presentation, the machine is flicked on and off fre-
quently because I present and illustrate all new principles on 
the blackboard while the machine is silenced, All correlated 
instructions are reco.rded on the spool, however~ and by using 
the machine on and off intermittently, a half-hour spool can 
be made to fill all the gaps in a class session which runs for an 
hour and a half, 
Wo. E. Gay 
Dept~ of Business Education, 
School for Vocational and Adult 
Education, Milwaukee, Wisconsin 
11I Love My Assistant- With a Switch, 11 
American School Board Journal 119:44, July. 1949 
217. {Wire recorder) Planned wire recorded lessons do n o t 
save time for the teacher, The lessons must be recorded a day 
or two in advance, which means that the teacher must be allotted 
enough free time to get his recording done. But a recorded, 
timed lesson should be a better, more efficient piece of instructi ,n,o 
W. E. Gay 
Dept. of Business Ii1ducation 
School for Vocational and Adult 
Education, Milwaukee~ Wisconsin 
In 11I Love My Assistant - With a Switch. 11 
American School Board Journal 119:44 , July, 1949 
218,. 
In 
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Almost all teachers have the desire to know the exact 
sound of their class session. By using a one ... hour spool, tape, 
or disc an entire period can be re.corded; then, the teacher is 
able to study his own defects. He can determine whether time 
was wasted, whether he was patient and helpful, and whether the 
lesson was well prepared and presented. 
Nelda Snow, Texas Technological 
College, Lubbock, Texas 
"The Voice Recorder as a Teaching 
Device in Shorthand. " 
United Business Education Associaticn Forum 6:38, January, 1952 
219. 
In 
It is a current trend in secretarial classes to simulate 
o.ffice situations as nearly as possible. One objection to this 
procedure is that students get so accustomed to taking dictation 
from their teacher that they find it difficult to take it efficiently 
from anyone else. Since the voice recorder is portable, it can be 
taken to different offices so that businessmen can dictate letters 
to be used in classes. This. should relieve some of the tension 
when students face their first jobs or first dictation from 
strangers. 
Nelda Snow, Texas Technological College, 
Lubbock, Texas 
"The Voice Recorder as a Teaching 
Device in Shorthand.'' 
United Business Education Association Forum 6:27, January, 1952 
220. 
In 
New teachers, especially, often have wondered how they 
could dictate correctly with one eye on the copy and the other on 
the stop watch, and yet observe the writing habits of the students. 
Using the voice recorder leaves the teacher free to move around 
the room helping the students individually. It is also possible to 
detect difficulties that the students may be having and then dictate 
remedial material designed to correct these faults. 
Nelda Snow, Texas Technological 
College, Lubbock, Texas 
"The Voice Recorder as a Teaching 
Device in Shorthand. 11 
United Business Education Association Forum 6:27, January, 1952 
84, , 
2. 2.1. 
In 
SUCCESSFUL DEVICES FOR TEACIDNG 
The value of copying daily assignments from short-
hand plates has been questioned, and it is generally agreed 
that writing shorthand from dictation is a better method of 
developing skill. Instead of assigning certain pages to be 
written for homework on cer tain days, a laboratory period 
might be as signed for dictation to be taken from the sound 
equipment. The teacher might prepare the recordings from 
textbook material; then the students would check their notes 
by comparing them with the plates in the book, Interest is 
stimulated by dictating such items as school news or announce-
ments .• 
Nelda Snow , Texas Technological 
College, Lubbock, Texas 
"The Voice Recorder as a 
Teaching Devi ce in Shorthand .. 11 
United Business Education Association Forum 6:2.7 , January~ 1952. 
222. 
In 
In our shorthand classes, students who have not been 
able to keep up with the dictation and drills given in class ap-
preciate an opportuni'ty to try again. By placing a voice re.,. 
corder on the desk in the class r oom , all material dictated in 
class is made available to students who need extra practice"' 
This material is more practical than commercially prepared 
records for out"· of - class drill because much of it has been 
read-back and previewed in class. Those who did not get it in 
class are spurred on to drill with the recordings because they 
know that many students did get it when it was dictated in class. 
Irene Place and Frank Lanham 
School of Business Administration, 
University of Michigan 
"The Voice Reco rder as a Teaching 
Aid in Shorthand, 11 
United Business Education Association Forum 4:32, October 'J; 1949 
223. The month of May usually finds the shorthand teacher 
spending many extr a hours dictating to students who would like 
to earn one more cer tificate ,or who have been having difficulty 
In 
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in reaching the minimum requirements . In giving these extra 
dictations the wire recorder saves both the time and the voice 
of the teacher. 
Edith H. Huggard, 
De Pauw University 
11 The Wire Recorder, My Assistant 
Teacher. 11 
Business Education World 30:39, September,. 1949 
224 .• 
225. 
I find the use of a tape recorder invaluable! 
ute dictations are given on it~ and during free ho.ur s 
room period the students can come in and practice. 
Contributed by: 
Mrs. Georgia Ann Eng 
St. James High School 
St. James, Minnesota 
Five min-
and home-
Through the magic of electronics, the Gregg Publishing 
Division is able to bring to the shorthand teaching profession 
another aid - Dictation Tapes. These recordings not only make 
the teacher 1 s work easier, but enable him to do an even better 
job of teaching Gregg Shorthand Simplified. 
The material on the tapes has been carefully selected, 
expertly dictated,. and perfectly timed. It is arranged according 
to a speedbuilding plan that will enable the student to improve his 
skill as rapidly as possible .• 
How do dictation tapes serve the teacher and the student? 
A. The teacher 
1.. Is relieved of much of the burden of dictating. 
2. Can utilize every minute of class time. 
3. Can give special instructions to individual students 
without sacrificing the time of the entire class. 
B. The student 
L. Is provided with the opportunity of taking dictation from 
a variety of voices. 
226,.. 
227. 
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2., Is. provided with as much extra dictation practi<:;e as 
he has time for ,,. 
Contributed by: 
Lydia E. Hansen 
Bloomington High School 
Bloomington; Illinois 
· We purchased an Ekotape recorder and have had 
splendid results with it., We have 35 dictation tapes (record_ 
ings) from Gregg that start at 40 wpm and go up to 120 wpm. 
While students are taking dictation the teacher can supervise 
and help. The dictation is by a professional. 
Contributed by: 
Dorman Morrison 
Twp •. High School, Pistrict 113 
Highland Park, Illinois 
What dictation material do we record? Over the 
years we had accumulated quite a few volumes of Gregg News 
Letters and Business Teacher issues. which contain short-
hand speed tests already marked for some speeds and readily 
adapted for in-between speeds, Then,, too,. we have many in-
c .oming business letters that we and our students receive ,.. they 
love to bring in a letter and have it reworded •. 
Lura Lynn Straub 
San Diego State College 
"We Have an Assistant Teacher 
in Our Shorthand Classroom." 
Business Education World 33:449, May, 1953 
X,. HOW TQ MAKE EFFECTIVE USE OF OTHER AUDIO""VISX:JAL TEACI;g;R 
AIDS. 
228. Portable radios have a similar place in the short-
hand classroom, especially where high speed groups are involved. 
In 
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Many of the shorthand speed writers of today attribute some 
credit for their success to the dictation that was taken over 
the radi.o to increase their writing speed, 
John J, Gress, Hunter College 
"Audio- Visual Aids to Shorthand 
Teaching .. 11 
United Business Education Association F .orum 5:40, October, 1950 
229, 
In 
When there is no one available to give dictation to 
the class, now and then simply turn on the radio, Especially 
if the speaker is a slow talker, students may transcribe not 
only news items and speeches, but also advertisements. 
Adapted from: 
Sister M .. Speciosa, HFN 
Holy Family Academy 
Chicago, Illinois 
Business Education World 33:288, February, 1953 
230 •. 
In 
You may find that the Dictation Records for Gregg 
Shorthand Simplified (Supplies Department,. Gregg Publishing, 
330 West 42nd Street, New York City, 36) are just what you 
need. They contain business letters at various speeds. Each 
record is a standard 78 rpm phonograph record, Each pro..-
vides a full 10 minutes 1 dictation of accurately paced and cor-
rectly enunciated dictation, 
Sister M, Speciosa, HFN 
Holy Family Academy 
Chicago, Illinois 
Business Education World 33:288 1 February, 1953 
231.. At least twice during the semester film strips 
have been shown in the author 1 s shorthand classes to show 
88, SUCCESSFUL DEVICES FOR TEACHING 
actual Close ... up shots of speed writers' outlines ,... ,to stress 
office p rocedures, and to study the duties of a secretary .• 
One of these fil'm strips, entitled ''Do's and Don'ts," ; serves 
as an excellent medium for calling the attention of the s tudents 
to the secretary's responsibilities in a novel and humor ous 
way._ One of the economical and flexible feature .s of the film 
strip is the fact that pictures taken with a 35mm. camera may 
be shown by projecting the negatives on a film strip projector., 
John J. Gress; Hunter College,. 
"Audio-Visual Aids to Shorthand 
Teaching. n 
United Business Education Association Forum 5:32, October, 1950 
232. 
In 
The author has made frequent use of films in stimu-
lating the interest of his students in pursuing their study of 
shorthand. On several occasions students have been required 
to try the novel stunt of taking as much of the narrator's com.,. 
ments as was possible by writing in the dark and following 
the film without any regard to alignment. Strange as it may 
seem,. this exercise developed into a game which the students 
enjoyed immensely, and which proved invaluable to them in 
practicing out-of-class assignments. 
John J. Gress, Hunter College, 
''Audio .. Visual Aids to Shor thand 
Teaching.'' 
United Business Education Association For um 5:32 , October. 1950 
233. If the school has a practice room where a library of 
r ecordings of various lessons and dictations at various speeds 
a:~e available for practice, the student can get the necessary 
d i ctation practice. At the University of Washington there are 
tw o small dictation practice rooms, each equipped with a voice 
reproducer machine. The student can select a record of the 
c:;n:-rent lesson for practice or he can select a record of previous 
l essons or even of new mate r ial. Although the students are not 
In 
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required to do any practice from the machine, the practice 
rooms are always full, 
M. Fred Tidwell, 
University of Washington 
"Electronics Comes to the Business 
Education Clas sro01n, 11 
United Business Education Association Forum 5: 17, January, 19 51 
234. 
In 
If you are a typical American Business teacher 
you have three audio-visual machines, They aren't yours 
exclusively, but they are there in the school for you to share 
with other instructors, They are probably a 16 - mm motion 
picture projector, a tape or wire recorder, and a slide or film-
strip projector. Most likely you're using those machines a 
little more than the typical business teacher did five years ago. 
A Report of BEW Survey, 
"Audio- Visual Aids: Do You Have 
as Many as Other Teachers Do? 11 
Business Education World 34:21, December, 1953 
235, To be assured of students who can read shorthand 
and read it well, time them for one-half a minute on reading 
lessons, Either set a schedule for grading beforehand, or 
rank them -- they can read 10, 11, 12 and even more lines 
in one-minute. E a ch mistake deducts a line. 
Also have students read 100 lines per week to another 
person who has key to check them, For each mistake deduct 
a line. 
Have students transcribe a practice record each week 
in letter form, The practice record should be at least 20 words 
above the material being dictated as new material. Also be sure 
the student has the correct shorthand plate to study for the mater-
ial that is dictated, Gregg Records which follow the text are 
ideal. 
Have a record such as "Everywhere You Go", rather 
slow and make a plate for it ahead of time, Play the record 
90, 
236, 
237. 
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until the students can take it , You might use it a t the begin-. 
ning of the period each day for a week or so. 
Contr ibuted by: 
Gladys Tetley 
Ottawa High School 
Ottawa , Kansas 
Movies are shown quite frequently. They are 
booked in the spring to be shown at exactly the right time to 
pertain t o the unit of ins t ruction being covered in stenography. 
Contributed by:. 
Mrs, Georgia Ann Eng 
St. James High School 
St, J.ame s, Minnesota 
If you would like 12 interesting shorthand cartoons,. 
send $1, 50 to Mr. G. E. Damon, Di rector of Field Services, 
National Education As sociati onr 1201 Sixteenth Street, N, W. , 
Washington, 6, D, C, These, you will findt will greatly 
please your students. 
Adapted from: 
Jane F. White 
Georgia State College for Women,. 
''Teaching Aid s. H 
Business Education World 33:520, June, 1953 
XI. SOME SPECIFIC DEVICES TO MAKE PROOFREADING EXCITING 
AND INTERESTING OTHER IDEAS FOR IMPROVING TRANSCRIPTION 
ACCURACY,. 
238, · Post on the bulletin boar d examples of actual letters 
containing uncorrected errors, w:lth a card caption, ''Can you 
In 
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spot the error?'' 
Alan C. Lloyd, Editor, 
The Gregg Magazines, 
"Let's Make Proofreading Affirmative" 
Business Education World 30:336, March, 1950 
239. 
In 
Everyone finds errors in newspapers and magazines, 
even though printer's proof is checked by professional proof-
readers. Clippings of such errors, posted on the bulletin board 
' and captioned "What's Wrong With This? •·• keep proofreading 
well in mind. 
Alan C. Lloyd, Editor, 
The Gregg Magazines, 
"Let's Make Proofreading Affirmative." 
Business Education World 30:336, March, 1950 
240. 
In 
Mimeograph several one-line sentences, each of 
which contains one or more errors. Ask the pupils, ''How 
many strikeovers can you find in 15 seconds?" 11 How many 
spacing-after-punctuation errors are there? 11 Two minutes 
a week on this kind of drill will keep proofreading problems 
fresh in mind. 
A dapted from: 
Alan C. Lloyd, Editor, 
The Gregg Magazines, 
''Let's Make Proofreading Affirmative~' 
Business Education World 30:336, March, 1950 
241. Hand out copies of a prepared letter containing a 
large number of typographical errors, but first have the 
pupils set their copies face down. Then ask them, "Before 
92. 
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we look at this week's problem letter, what are some of the 
things we are going to look for? ·11 
Adapted from: 
Alan C . Lloyd, Editor, 
The Gregg Magazine, 
''Let ' s Make Proofreading Affirmative. 11 
Business Education World 30:336, March, 1950 
242. 
243. 
I find that graphing shorthand dictation speeds and 
transcription results is a great stimulus. I base transcrip-
tion results .on five minutes dictation at a desired speed , with 
a mailable transcript. Students watch the graph constantly to 
see if their speed has improved. Spelling is severely penalized, 
also evidence of poor proofreading. 
Contributed by: 
An Oklahoma High School teacher 
In ordinary reading, we develop the habit of scanning 
groups of. words quickly for meaning, and this technique is the 
complete opposite of that desirable in proof reading. Insisting 
that each student point with c' finger at each word as he reads 
back his copy, or as it is read to him by the teacher, will help 
improve proofreading accuracy. 
Adapted from: 
Hazel A. Flood 
"Brass Tacks in Skill Building 
in Shorthand.'' 
Prentice Hall, 1951, page 74 
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XII. SPECIFIC METHODS TO IMPROVE THE PUNCTUATION AND 
SPELLING ABILITY OF STUDE:f'TTS; ALSO PLANS FOR IMPROVING 
SHORTHAND VOCABULARIES" 
244, 
In 
Punctuation can be improved from ''loaded" sen-
tences, paragraphs, and letters, In the early days of short-
hand and in the early days of dictation direct to the typewriter, 
marks of pur.tctua tion should be dictated. Such a practice, 
however, must gradually give way to punctuation "sound", or 
voice inflec t ion of the dictator, or the llsens e" of the material 
to be read,. By the time students are ready for voices cription, 
they should be able to "hear" each comma in a series of 
thoughts, of the semicolon between two coordinated clauses, 
or the period at the end of the sentence,, Punctuation comes · 
from the '''ear" not the brain, 
Leroy A. Brendel, Head, 
Business Education Department, 
High School, Beverly, Massachusetts 
United Business Education Association Forum 4:18, February, 1950 
245, 
246. 
From the very beginning, I have my shorthand I 
students read or put in orally the punctuation, telling why it 
is there, The device has been of invaluable aid when these stu-
dents are.: ready for actual transcription. By that time, punctu-
ation is more or less automatic. 
Contributed by: 
Alma Smith 
Cloquet Senior High School 
Cloquet, Minnesota 
On the backs of large sheets of wallpaper, I have 
printed the 31 most common rules of punctuation -- each rule 
and the examples on a separate sheet -- and attached them to 
the well above the blackboards with scotch tape,. The rules 
are thus kept constantly before the students and serve as a 
94. 
247, 
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ready source of reference,. 
Contributed by: 
New Britain High School 
New Britain, Connecticut 
Probably the greatest amount of time and effort in 
transcription class is spent on prope r English usage -- punctu-
ation, spelling, word division, and mechanics, In our class, 
we try to make the mechanics of English as automatic as possible 
by constant repetition and observation of spelling, choice of words, 
and punctuation. Examples are dictated to the students daily, and 
they transcribe and punctuate these sentences,. using triple spacing, 
The sentences are checked and discussed, The students then write 
in the space beneath the sentence the approppiate generalization, 
such as ''state exact age in figures. 11 
Robert Bell, Union High School, 
Phoenix , Arizona 
"My Favorite Devices for Teaching 
Transcription. 11 
Business Education World 34:35, October, 1953 
248, 
249. 
During the study period, we practice new words very 
briefly one, two or even three lessons ahead, Also., the letters 
we will have later for assignments are read ahead. 
Mary Bugar 
Bend High School 
Bend, Oregon 
From the beginning after strokes are learned, give as 
many new words as possible - - wor d s that are not in the book 
-- so that pupils become accustomed to hearing words and 
sounds and writing accor ding t o s ound, Many a pupil becomes a 
machine, writing just the wor ds written for him in the tex t and 
forgetting that he should be w r iting from sound, 
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Teach pupils to punctuate as they write and have 
them give the punctuation when they read back their notes in 
class, Have pupils define, illustrate in sentences, and spell 
any unfamiliar word or words, Encourage pupils to listen to 
the best broadcasters to note how they punctuate with their 
voices. 
From the second semester in the first year of short-
hand to the end of the second year, STRESS the English side of 
transcription. 
At the beginning of the second year of shorthand, I 
devote six weeks to what I call Pre-Transcription Training. I 
put into the hands of my pupils a 15..-page pamphlet called 
Transcription Aids. This is not original. It i s a typed pamphlet, 
the contents of which have been copied from various sources; 
mostly from English grammar, 
This pamphlet gives the most frequently-used rules 
of punctuation and capitalizat ion; rules for syllabication; 
11Danger Signals'' in the spelling of cities; rules for forming 
the possessive case; study of the most commonly used homo-
nyms and s ynonyms; and rules governing the use of figures: 
When to use figures and when to write them out, 
Regular daily assignments are given in this pamphlet 
along with those of shorthand , and after careful discus sian of 
each phase of the work, the lessons are 11 driven home" by the 
use of work sheets that illustrat e each principle, I know this 
Pre- Transcription Training has done much to cut down or lower 
the "mortality rates'' in transcription, 
(I should have added this to the first paragraph on the 
reverse side of this sheet,) I seldom, if ever, have to make a 
determined drive for speed because I follow up my suggestions 
about new words with quantities of unfamiliar dictation all through 
the second year, Consequently my students write easily and ac-
curately when new matter is dictated. 
I am afraid that most teachers stick too closely to the 
text and give far too little dictation on new material, 
Three years ago a certain bank in Boston asked me 
to send in five girls to take their general clerical test, but the 
five girls I wanted to send in were interested only in stenographic 
Jobs, I was told that girls just out of high school seldom passed 
the bank's stenographic tests, but I persisted and with fear and 
trembling, sent the girls in for the stenographic test in April, 
Everyone passed the test and last year the same thing happened 
again; even some of those I considered poor in their work made 
the grade -- and the test is not a n eas y one. This year we are 
going to try again, I feel that this dictation of new matter from 
96 •. 
250. 
251. 
In 
SUCCESSFUL DEVICES IN TEACHING 
the very first is the leading factor in our success •. And of 
course the pre-transcription training plays a part in it 
also .• 
Contributed by: 
Ethel M, Bascom 
High School 
Woburn, Mass, 
After having tried about everything I can think of 
to cure my students of misspelling, I am trying out a different 
system, For every word misspelled the student writes one 
correct line. That same word is then used in five different 
sentences. 
Contributed by: 
Mary Bugar 
Bend High School 
Bend, Oregon 
There is strong reason to believe that spelling can 
be greatly improved through the kinsthetic sense, Purpose-
ful practice and dictation of carefully selected words and 
11 loaded11 sentences and paragraphs can do much, it is believed 
to 11 teach 11 the fingers to spell. One technique for ••teaching 
the fingers to spell11 is: 
(1) Select a word list of 5-10 ••spelling demons••. 
(2) Have students purposefully practice several 
lines of each word in the word list. 
(3) Have students type several copies of a connected-
matter exercise containing the words of the word list. 
(It is better that these several copies be given at 
timed writings for greater effort and concentration on 
the part of the student. ) 
(4) Have students type the connected"'matter exerci se 
from dictation direct to the machine, 
Leroy A. Brendel, Head, 
Business Education Department, 
High School, Beverly, Massachusetts 
United Business Education Association Forum 4:18, February, 1950 
252 ... 
In 
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Pupils should be encouraged, if not required, to 
build reference libraries that include at ieast a shorthand 
dictionary, a shorthand phrase book; a longhand dictionary, 
and a reference book .on English grammar,. Pupils should 
go to these books,. not to the teacher, for answers to ques-
tions about spelling, punctuation, etc., 
Marion Lamb, West Liberty State 
Teachers College, West Virginia 
11Shorthand Teaching Aids .. 11 
American Business Education Yearbook, 1948, page 2.62 
253 .• 
254. 
In 
In transcription classes I endeavor to impress 
upon the students the necessity for building an adequate 
vocabulary. Each student is asked to write down and bring 
to class any new words with which he came into contact, 
These words are placed on the blackboard along with the 
phonetic spelling, proper pronunciation, and spelling. The 
definition is also included. All the students profit by including 
all these words i.n a special section of their shorthand note-
books .. 
Contributed by: 
·John E. Freed 
Hurst High School 
Mt, Pleasant, Pennsylvania 
Transcription errors of serious importance fre-
quently seem inconsequential .to shorthand students, In order 
to bring the nature of the error and the seriousness of it to 
the students 1 attention, compose a reply which would be required 
because of an incorrectly transcribed letter. • • , The replies, 
of course, should be to letters incorrectly transcribed by mem-
bers of the class. 
J, H, Young 
University of Miami 
''Teaching Tips for Teachers. rl 
American Business Education 4:313, May, 1948 
98. 
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In 
SUCCESSFUL DEVICES FOR TEACHING 
Shorthand instruction provides an advantageous 
opportunity to teach word understandings, First, dictation 
material itself can be used to provide pupils with intelligent 
word understanding, One can dictate to a class, for instance, 
that "an as set is some thing owned by a business or an indiv-
idual,~· or that ''proprietorship is a form of business owned by 
one individual." Such dictation would be appropriate and help.-
ful, Second, dictionary studies are a means of obtaining defi-
nitions of words, A part of the assignment at times might be 
that of learning the shorthand form and obtaining a definition 
of the word, written in shorthand, from the dictionary, 
Clarles B._ Hicks, Ohio State University,. 
''Shorthand and Business Vocabulary 
Understanding,'' 
United Business Education Association Forum 5:15, October, 1950 
256. 
In 
Students will frequently want to know the difference 
between familiar words and new brief forms. When the answer 
is that they are the same, a dictated phrase ' involving both 
words probably assists in mastering a new form. Examples 
are: 
Open to opinion • 
Quite a cat, 
A dollar is dough, 
Estelle L. Popham, Ph, D., 
Meredith College, North Carolina 
HDevices for Teaching Gregg 
Shorthand Brief Fo:r:ms," 
Business Education World 24:211, December,. 1943 
257 .• 1, Have the student transcribe from a studied plate of 
solid matter, Having been studied, the contents are familiar; 
the perfectly made shorthand notes present no reading difficul-
ties; the solid matter offers no problems in artistic arrange-
ments, The problem has been stripped down to its simplest 
elements -.,. there is nothing new nor difficult for the student 
except one new process of correlating his shorthand and type-
writing, 
!!l. 
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2, The second step might be in having the student write 
from his own notes of the studied shorthand plate, Again this 
matter is familiar but there is a new element -- the task of 
reading from his own imperfectly made notes, 
3. The third step might be having the student transcribe 
from studied shorthand plates of business letters, thus intro-
ducing the new element of artistic arrangement; the fourth step 
would be having the student transcribe from his own notes of 
the studied shorthand plate of business letters, Then comes the 
fifth and final step of transcribing from his own notes on unfam-
iliar material. 
Wallace Renshaw, 
11Some Suggestions in the Teaching of 
Advanced Shorthand and Transcription. 11 
The Commercial Educator 1:20, November, 1934 
258. 
In 
Words which are written as pronounced colloquially 
may be taught most easily by emphasis upon this fact. Four 
words that may be mastered by this technique are: 
Attention - 'Tenshun! 
Among 'mong (poetic form) 
Upon 'pon my word! 
Enough 'nuff sed! 
Estelle L. Popham, Ph. D. , 
Meredith College, North Carolina 
11 Devices for Teaching Gregg 
Shorthand Brief Forms. 11 
Business Education World 24:211, December, 1943 
259. 
In 
The teacher may emphasize that posts rest on the 
ground, while parachutes are in the air; that husband is a 
question mark and wife is i-f; that all tents have tops and 
that the finalJ. or top is written on content, intent, and extent, 
Estelle L, Popham, Ph, D., 
Meredith College, North Carolina, 
11 Devices for Teaching Gregg Shorthand 
Brief Forms. 11 
Business Education World 24:212, December, 1943 
100, 
2.60. 
In 
SUCCESSFUL DEVICES FOR TEACI-llNG 
Certain high-frequency brief forms are introduced 
before the shorthand principle governing their formation is 
presented, In order to create images of these words, the 
teacher dictates them with the word they resemble, thus: 
This horseshoe, 
l.§_or his comma, 
All little....£, 
Estelle L. Popham• Ph. D . , 
Meredith College, North Carolina 
"Devices for Teaching Gregg 
Shorthand Brief Forms, 11 
Business Education World 24:210, December, 1943 
261, You should, if possible, make a special.v,ocabulary 
survey of the particular businesses in your own community, 
Giving just these special words to your classes is much more 
practical than trying to teach them the special words of 
numerous businesses and professions which they will never 
need and use,: 
Adapted from: 
Hazel A. Flood, 
11Brass Tacks of Skill Building 1.n 
Shorthand., 11 
Prentice Hall, 1951, page 66 
262, 
In 
In teaching tracing, the teacher must observe cer-
tain precautions, He must observe the students, one by one, 
as he dictates, seeing if the student is tracing lightly and 
keeping up with the dictation, To be properly conditioned, 
the student must connect the thoughts she hears with the 
shorthand patterns she traces. A precise check may be ob.;.. 
tained by having the student insert carbon and paper under the 
page being traced so that a written record is made, 
Viola DuFrai n, Associate Professor 
of Business Education, Southern Illinois 
Univers i ty, 11 Two Easy Steps in Learning 
Shorthand, 11 
Business Education A s sociation Forum 4:27, November, 1949 
263, 
In 
SHORTHAND- TRANSCRIPTION 1011 
A student traces an article in her shorthand text-
book as the teacher dictates this article at the 125-word rate, 
The student uses an ordinary meat-skewer of light wood, 
pointed at one end,and obtained at the local butcher shop, As 
the teacher dictates the article, the student follows the thoughts 
expressed by gliding her skewer over the shorthand patterns, 
The student hears the article dictated and she associates the 
meaning with the shorthand that records that meaning, Psycho-
logically, she is being conditioned, She is experiencing the 
shorthand writing movements simultaneously with hearing the 
dictation, She knews that the secret of shorthand writing is to 
have the pen glide readily from one shorthand pattern to the 
next in a continuous movement, and that is what she is practicing, 
Viola Du Frain, Associate Professor 
of Business Education, Southern Illinois 
University, ' 'Two Easy Steps in Learning 
Shorthand, 11 
United Business Education Association Forum 4:27, November, 1949 
264. 
In 
The student writes-from-textbook the shorthand for 
an article while the teacher dictates that article at the 110-
word rate, The student uses her pen and writes in her notebook , 
not looking at her notebook, but steadily fix ing her eyes on the 
tex tbook, Her writing in her notebook does not coincide wi th the 
lines or columns - the tex tbook merely provides a writ ing ar e a. 
She uses the same movements that she used when she t raced 
this article, but now she u s e s her pen in a more r ealistic s it-
uation, She keeps her eyes fix ed on the ideal shorthand patterns 
in the tex tbook, Thu s by a s econd techniqu e, the student i s c on-
ditioned to t he s horthand writing movements simultaneously w ith 
hearing the dictation of a given article, 
Viola Du Frain, As s ocidi.e P r of essor 
of Bus ine ss Education, South ern Illinoi s 
Univers ity, "Two Eas y Steps in J_s: arni n p 
Shorthand, 11 
United Business Education Ass ociation F orum 4:28, November, 1 1) 4Lf 
Josten Universi t y 
School of Educat i on 
JJibrary 
102, 
265, 
In 
SUCCESSFUL DEVICES IN TEACHING 
Before beginning shorthand writing, exercises were 
given to discover individual student reactions while writing 
longhand, The figures 1 2 3 4 5 6 7 8 9 0 were written by the 
students several times, The instructions were to write these 
figures as accurately as possible, This exercise was again 
used and the students were told to write these figures as rapidly 
as possible, They were timed for several minutes and the 
highest rate per minute for each student was recorded, This 
showed what skill was possessed by the student when writing 
characters with which he was thoroughly familiar, This gave 
the instructor an index of the students 1 possible shorthand writ-
ing rate at that time. 
Gertrude Beers 
''The Development of Curriculum 
Materials and a Method of Procedure 
in Shorthand, H 
Master's Thesis, University of Nebraska, 1930, page 23 
266, The beginning student in shorthand is likely to become 
discouraged and feel that all this new material will be too difficult 
for him to learn. One excellent way for the teacher to combat 
this discouragement is through a quick comparison of the difficul-
ties the 6 year old encounters in learning longhand in contrast 
with the simpler problems of shorthand, Take the letter l for 
example, A boy or girl starts by learning the block style capital 
F, Then he has to learn lower ca.se f. This is followed, perhaps, 
by the script style lower case f, And when he gets to script style 
capital F he finds there are a t least three variations commonly 
accepted today, Thus, he has to memorize and apply six ways of 
making this single letter, (The teacher has meanwhile demon-
strated all six on the blackboard), By way of contrast there ·is 
but one shorthand form for this same letter. Which is simpler, 
the teacher concludes by asking, to learn six longhand forms or 
one shorthand form? 
Adapted from: 
Louis A. Leslie, 
''Methods of Teaching Gregg 
Shorthand, " 
McGraw Hill Book Company, 1953, page 255 
267. 
SHORTHAND-TRANSCRIPTION 103, 
When students complain about learning the brief 
fonns in sho:rthand , the:: teacher should point out that there 
are actually m o re brief forms in longhand! 
Abbr eviations in longhand are much more arbitrary, 
hence more difficult to remember, than similar shorthand 
forms, For example, take the abbreviation Mrs. It is un-
likely that anybody in the class will know that this is an ab-
breviation for the word ;'mistress._" And there are even more 
at!bi.tra:r'0il.~ha:rid..abbr.e.viatiions than this "" % for per cent, 
and lb. for pound are examples. 
In longhand, too, we run into very difficult spelling 
situations, for example, in words like tore and pour; they 
sound alike but are spelled differently. And of course there 
are even greater difficulties in hom9nyms like to, two, and 
too; and cite, site and sight. 
Adapted from: 
Louis A. Leslie 
"Methods of Teaching Gregg Shorthand. 11 
McGraw Hill Book Company, 1953~ page 256 
268, 
In 
High sp_eed in . writing ·shorthand can be attained only 
after the writer has developed a large writing vocabulary. 
Words of high frequency were used in sentences for dictation, 
study and practice, while learning the theory of Gregg Shorthand,. 
in order that these words might be written without conscious 
effort. Then the students' minds would be free to attend to 
the thought dictated and to the writing of technical and unusual 
words, Better results were obtained by incorporating the high 
frequency words in many sentences for study and dictation, 
rather than having much repetition of a few sentences. 
Gertrude Beers 
"The Development of Curriculum Materials 
and a Method of Procedure in Shorthand," 
Master's Thesis, University of Nebraska, 1930, page 27 
269. Beginning Shorthand 
1 use the following device for teaching new words. A 
sheet of notebook paper is folded to make four columns to a side. 
104, 
XIII. 
270 .• 
In 
SUCCESSFUL DEVICES FOR TEACHING 
After the new words have been practiced,. the first fold is 
placed in the book, covering up the shorthand. The student 
writes the shorthand in the first column. As each column is 
filed,. the shorthand is checked. Any words missed are prac.,. 
ticed and rewritten correctly. Then, from the first column 
the students (without book) write the English from their 
shorthand• These words are then checked and practiced. The 
first fold is then turned under and from the students 1 English, 
she writes it back into shorthand. This procedure is contunued 
until all columns, both sides -;; have been used up. 
Contributed by: 
Mary Bugar 
Bend High School 
Bend,. Oregon 
SOME COLORFUL AND STIMULATING METHODS TO IMPROVE THE 
STUDENTS' PENMANSHIP 
Penmanship and vocabulary building. Have each 
student write in his best shorthand penmanship his favorite 
popular song, his favorite poem, . or his favorite quotation. 
This assignment can be done as homework and the best 
papers can be displayed on the bulletin board. 
Nellie Ellison, Concord College, 
Athens,. West Virginia 
11 Shorthand Motivation. 11 
Balance Sheet 33:157, December, 1951 
271., Penmanship drills each day while reading, when using 
reading approach, are effective. I have students write a lesson 
in their notebooks each day. Notebooks are handed in each day to be 
checked. I use a black line if completed and handed in on time, 
red line if late, blank if not handed in. 
Use shorthand tests over day's work at least two times 
a week -- more if possible. In reading approach, have them 
transcribe in longhand for five minutes or give them a ce.rtain 
length of time to transcribe brief forms or other lists. Later 
dictate these words. 
272-.. 
273~ 
XIV.; 
274"' 
. SHOR THAND -. TRANS.CRIPTION 105, 
Use 60•80--100 word tests sent out by Gregg (appear 
each month in 11Business Teacher'').,. Make chart showing 
those who have passed~ Use bulletin board to show articles on 
successful m .en and women whose start was in shorthand. Also 
display any other articles on dress, personality traits :t clean"" 
liness, manners, etc;p, 
Contributed by: 
An Iowa High School teacher 
I find shorthand writing hard-to teach because students 
cannot write a legible longhand_. They n-eed a np:re -"'~penmanship 
cours.e.w.· H 
Gontri hute d by: 
Mrs" Pear1 Bryant 
Carr Central High School 
Vicksburg, Mississippi 
No matter how simple the system is, if it can't be read 
easily becaus.e of sloppy penmanship~. it isn't simple. Personally~ 
I'm going to go back to so"'called "old fashioned'' shorthand pen-
manship,., If you could include good penmanship exercises for 
every day, some of the ideas might stick. 
Contributed py:: 
A Michigan High School teacher 
COLORFUL DEVICES TO HELP IMPROVE THE SLOW LEARNER'S 
ABILITY TO READ AND WRITE SHORTHAND r , CHALLENGING 
DEVICES FOR WORKING WITH FAST LEARNERS, 
The slow learners require Cil gr~eater number of visual 
aids., They are not impressed by charts kept on graph paper-.. 
They want boats or cars or individual hors.es to denote progress 
and show comparison., They like Christmas trees with a grow .. 
ing number of brightly colored decorations to show the number 
of perfect lines typed - o:r perhaps Easter bunnies with an 
106, 
In 
SUCCESSFUL DEVICES FOR TEACHING 
increasing number of painted eggs - any device 1 so long as 
it appeals to their imagination., 
Bernard V, Deutchman 
Grace H, Dodge Vocational High School 
New Yo.rk City 
'''Methods of Teaching Slow and 
Rapj.d Learners. 1·1 
Balance She~t 33: 102; November, 1951 
275~ 
In 
The slow-learn~ng student likes the activity involved 
in tracing outlines in the air and in short periods of choral 
reading. Both of the'se activities provide a motor activity 
that tends to overcome any fatigue or boredom and permits the 
student to return refreshed to the writing and reading routines,. 
Bernard Y, Deutchman 
Gr ac.e H~ Dodge Vocational High Sch.ool 
New York City 
•·•Methods of Teaching Slow and 
Rapid Learners,, 11 
Balance Sheet 33.:102., November, 1951 
276.., 
In 
The slow learner,_ even rnore than the average learner, 
needs multiple sense appeals. In the shorthand class the student 
is amused by extremely large outlines written on the blackboard 
by the teacher;, These unusual devi ces impress the student and 
help him to learn, 
Bernard V, Deutchman 
Grace H. Dodge Vocational High School 
New York City 
''Methods of Teaching Slow and 
Rapid Learners., 11 
Balance Sheet 33:102, November,, 1951 
277. 
In 
SHORTHAND- TRANSCRIPTION 107, 
Both in shorthand and typewriting classes the slow 
learner who needs assistance and has to be watched by the 
teacher should be judiciously placed in the room. He need not 
be put in a front seat p which might focus too much attention on 
him, nor need several such students be grouped, as this 
might tend to stigmatize them. Seating them near the front of 
the room, particularly in the outside rows., enables the 
teacher to observe them a great deal of the time and to get to 
their seats readily to assist them. 
Bernard V. Deutchman 
Grace H~ Dcdge Vocational High School 
New York City 
11 Methods of Teaching Slow and Rapid 
Learners.u 
Balance Sheet 33:103,, November., 1951 
278. 
In 
(Rapid learners) Students can he encouraged to 
cultivate shorthand pen pals,. Recently a number of students 
in our school submitted their names to a central agency for 
the purpose of securing a shorthand pen pal in another part 
of the country~ 
Bernard V . Deutchman 
Grace H. Dodge Vocational High School 
New York City 
11 Methods of Teaching Slow and 
Rapid .Learners. 11 
Balance Sheet 33:101, November, 1951 
279. (Rapid learners) An assignment can he given to 
compose poems and write them in shorthand, or to write 
short essays in shorthand.,. all to be read in class and then 
posted on the bulletin board. 
Bernard V. Deutchman 
Grace H. Dodge Vocational High School 
New York City 
"Methods of Teaching Slow and Rapid 
Learners!' 
Balance Sheet 33:101, November, 1951 
108, 
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In 
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(Rapid learners) Some of the brighter students 
might like to publish a shorthand ne)wspaper - written on 
the blackboard for the class, or a duplicated newspaper for 
the department. 
Bernard V, Deutchman 
Grace H, Dodge Vocational High School 
New York City 
11 Methods of Teaching Slow and 
Rapid Learners. 11 
Balance Sheet 33:101, November, 1951 
281, 
In 
(Rapid learners) Many students are interested in 
collecting articles on successful women in business, good 
grooming, personality traits, and so forth. Such articles can 
serve as the basis of a class report and then be placed on 
the bulletin board, Charm Magazine has re ce.ntly published 
a number of articles that are of interest to stenography students, 
Bernard V. Deutchman 
Grace H. Dcdge Vocational High School 
New York City 
"Methods of Teaching Slow and 
Rapid Learners, 11 
Balance Sheet 33:100, November, 1951 
282. 
In 
Monitorial positions mus t be dipcriminately distrib-
uted so that the rapid learners are assigned tasks that require 
· initiative and intelligence, and slow learne'rs assigned tasks that 
require little more than simple skills and a sense of re spon-
sibility. Thus both types of students work to the limit and both 
derive a feeling of accomplishment,. 
Bernard V. Deutchman 
Grace H. Dodge Vocational High School 
New York City 
11 Methods of Teaching Slow and 
Rapid Learners, ·11 
Balance Sheet 33:102, November, 1951 
283, 
In 
SHORTHAND- TRANSCRIPTION 109, 
(Rapid learners) Bringing in newspaper clippings 
relating to the job market for secretaries is often of great 
interest to students. Occasionally there is a newspaper 
advertisement, a car card, or even a store window sign 
printed in shorthand, Students are eager to copy them and 
bring them to class to read and discuss, 
Bernard V. Deutchman 
Grace H. Dodge Vocational High School 
New York City 
"Methods of Teaching Slow and 
Rapid Learners, 11 
Balance Sheet 33:100, November, 1951 
284. 
285, 
In 
I have divided my class into three groups (for dic-
tation) •• , the slow, medium, and fast "takers". They 
are promoted or demoted from one group to another as their 
progress or lack of it is noted, Every month the speed of 
"takes•• is increased in each group by the same number of 
strokes so there is progress of the group itself as well as 
with individuals, 
C cntribu ted by: 
Kay Bergin 
Naugatuck High School 
Naugatuck, Connecticut 
It is not practicable to stay on one lesson until every 
student has learned it, No unit or lesson should be left, how-
ever, until the majority of the class understand it well. Those 
who learn quickly need not be wasting their time while the slower 
members of the class are still working at something which they 
have already mastered, The teacher should have supplementary 
materials to provide extra practice in shorthand reading, and she 
should plan her classroom activities so that she will have time 
to give individual dictatjon to the better students. 
Gladys Walker 
11 The Improvement of the Teaching of 
Shorthand Through Directing the 
Learning Processes Developmentally. 11 
Master's Thesis, University of Arizona, page 85 
110, 
286, 
In 
SUCCESSFUL DEVICES FOR TEACIDNG 
The teacher who can find time to have an occasional 
tutorial session with those students for whom learning comes 
with effort will reap the benefit s later on 'when diversity among 
the students is lessened and the class can move along at a more 
near 1 y even rate. 
Marian Kilbourne 
The State College qf Washington 
11 Let Your Students Help You Teach~· 
United Business Education Association Forum 6:27, March, 1952 
XV, SPECIFIC DEVICES FOR GRADING PURPOSES 
287, Evaluating Transcription Skill 
1, Construct a payroll listing all 
in the employ of an imaginary company. 
bulletin board, 
students as stenographers 
Post the payroll on the 
2. Suppose that $1 
scribing a mailable letter 
the student for a mailable 
is the average cost of dictating and tran-
today, Consider that amount payable to 
letter, 
3, If a letter is not mailable, subtract 10 cents for a 
poor erasure, 15 cents for each misspelled word and error in 
grammer, 5 cents for a letter omitted from the end of a word 
which could have been squeezed in, If a letter contains more 
than four uncorrected letters or if it has been transcribed correctly 
but is very untidy the student earns nothing, 
4, Post on the payroll the total amount each student has 
earned on letters transcribed, Return th~ letters to the student 
for indicated corrections or retyping, 
5, At the end of the week, total the amounts earned, 
distribute the scores, and assign grades, 
Delta Pi Epsilon Committee 
••Good Classroom Practices in Business 
Education, 11 
Prentice Hall, 1953, page 39 
288. Are you bothered with eyestrain from correcting too 
many paper s? Then why not adopt the practice of Marion E. 
Fosdick of Lancaster, Pennsylvania, First she bought a supply 
of colored pencils - 75~ provided enough if or a semester, Now 
In 
SHORTHAND-TRANSCRIPTION 
she could have students correct longhand papers without 
temptation to slip in a comma or add another o to make 
••too. 11 
111. 
In the early stages, when all her pupils were 
working at a 40-word-a-minute pace, she had the class check 
all the papers, and the colored markings stood out enough so 
that rechecking was fairly easy. 
When the classes progressed and spread out at dif~ 
ferent rates she had one class do the 60-word and the other the 
70-word papers. She then had simply the slower and faster 
pupil's papers to handle entirely herself. 
Ada pted from: 
Marion E. Fosdick 
M c Caskey High School 
Lancaster, Pennsylvania 
11 M y Favorite De vice for Transcription. 11 
Business Education World 33:509, June, 1953 
289. 
In 
Most of the teachers believe that fewer papers should 
be graded and that mor e papers should be checked. One 
teache r s u ggested that s h orthand teachers were ins'l,llting their 
own intelli gence if the y graded all of their shorthand papers. To 
carry over the importan ce of proofreading, one teacher said that 
she had her pupils grade their own papers and then she graded 
a ll p apers with less than f ive errors. 
Russell J. Hosler, 
11 What 1 s Your Problem ? 11 
(Fr om a p roblem clinic at Chicago, 
Decem ber 29, 195n 
Ameri can Bus ines s Education 8:270, May, 195 2 
290. In my transcription class, I assign a mark of 80% 
to the average number of transcriptions handed i n f or the 
week. Then a bonus of 2% is given for e ach ext r a transcript 
handed in, and a penalty of 5% for each transcript l ess than 
112, 
In 
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the average number handed in by the class, 
Bernard V. Deutchman 
Grace H. DodgE) Vocational High School 
New York City 
11Methods of Teaching Slow and Rapid 
Learners, 11 
Balance Sheet 33:102, November, 1951 
291. 
292. 
In 
For testing Functional Method Simplified Shorthand, 
rule a stencil in squares, place a piece of cellophane paper 
over the stencil, then in each square with a stylus place short-
hand brief forms, phrases, and other words in squares. Pass 
these sheets to students and have them type in the translation 
of the sign. Since students are not to be graded on writing at 
this period of learning this is a good way to check. Give a ·· 
specified time to all, as they are not supposed to have to stop 
and figure out signs, 
As soon as students begin writing, teach phrases. Do 
not let them practice words separately. For instance, I-have-
been-able; it-will-not-be; there-has-been; I-hope-you-will-be-
able; all these will be heard and written by students as one sign. 
Contributed by: 
An OregonHigh School teacher 
If you assign each student a number that corresponds 
to the line in your roll book in which his name appears and 
direct the student to type or write his number beside his name, 
the student clerk can more quickly arrange the papers by the 
students' numbers, 
Clarabelle McDermand 
State Teachers College, North Dakota 
"Seven Suggestions for Developing 
More Business-Likeness in Business 
Classes. 11 
Business Education World 32:73, October, 1952 
293, 
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How often, even in a shorthand class, we see students 
writing "Tomorrow's assignment will be • , , , 11 in longhand! 
Marks Lifton 
Lafayette High School 
Brooklyn, New York 
"Ten Ways to Help Srorthand Learners" 
Business Education World 31:384, April, 1951 
294 •. 
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The teacher can encourage the personal-use habit by 
writing his own comments on students' papers in shorthand notes. 
Marks Lifton 
Lafayette High School 
Brooklyn, New York 
"Ten Ways to Help Shorthand Learners, 11 
Business Education World 31:384, April, 1951 
295. 
In 
When students "have a hunch" that they'll be asked to 
transcribe a plate in the text, some of them may succumb to 
the temptation of writing in longhand words or cues. One way 
. to prevent this situation is to duplicate a modification of the 
plate material and give the students the duplicated copies for 
the purpose of the check-up test, 
Kathleen Flood 
North Texas State College 
11 13 Grading and Record-Keeping Short 
Cuts for Typing and Shorthand Teachers, 11 
Business Education World 31:345, March, 1951 
296. I discovered, after making a tally of the location of 
errors, that most students transcribe perfectly the first two 
minutes of a five-minute take, but lose out in the third or 
fourth minutes. , • , Now, I do two things to quicken the scor-
ing of transcripts, First of all, I keep a record only of each 
improved paper - if Mary has a top record of only three errors 
114, 
In 
SUCCESSFUL DEVICES FOR TEACHING 
on her 80-word takes, I can stop my checking of each of her 
subsequent 80-word papers as soon as I reach three errors. 
Secondly, I start checking at the point where the third minute's 
dictation began and check back into the first two minutes' mat-
erial only when a paper appears to be superior to the one I 
already have on record, 
Kathleen Flood 
North ·Texas State College 
''13 Grading and Record-Keeping 
ShortCuts for Typing and Shorthand 
Teachers." 
Business Education World 31:345, March, 1951 
297. 
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Each time the student achieves a new high net speed 
• , • he indicates that fact on his paper. This paper I go over 
closely. The other papers are recorded,. along with the date; 
but I do not go over the papers unless I wish to check for some 
particular aspect, 
Kathleen Flood, 
North Texas State College 
11 13 Grading and Re:cord-Keeping 
Sl:or t Cuts for Tping and Shorthand 
Teachers, 11 
Business Education World 31:345, March, 1951 
298. 
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I have a regular four- step process that my students 
go through for every single error or mistake: 
Qu.e.stion 1: "What mistake did I make? 11 
Question 2: "Why did I make it? 11 
Question 3: "What is correct? 11 
Question 4: "How can I fix this in my mind? 11 
Marie M. Stewart 
Stonington High School 
Stonington, Connecticut 
"How to Make Transcription 
English Stick. 11 
Business Education World 30:35, September, 1949 
299. 
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In checking student transcriptions,, we can properly 
disregard any work containing misspelled words. If we pro-
vide each student with access in the classroom to a dictionary, 
th is r ule is not too arbitrary. 
Adapted from: 
Hazel A. Flood 
••Brass Tacks of Skill Building 
in Shorthand._ 11 
Prenti ce Hall, 1951, page 68 
300 -. 
301~ 
I ask 1ny classes to hand in only four pages of short-
hand per day. When I began teaching, I asked for ten or more. 
Later I found that four to six pages could be done well by all 
students and more thought went into them,. 
I arrange the schedule of classes of our department 
so that the shorthand class can meet in the typing room. We 
are, therefore, able to do more typing with less moving about, 
saving much time. 
We use the Turse Slnrthand Aptitude test as a means 
of informing the very weak students of the difficulties they 
may encounter in shorthand.. We never tell them that they cannot 
take it,but it is not hard for them to decide when they compare 
their scores with others of the group'-
Contributed by: 
An Indiana High School teacher 
To set the stage for cooperative evaluation the tran-
scription teacher and the students must arrive jointly at an under -
standing of the objectives of the class. This should be done during 
the first week of the semester .. Students .,. having set their own 
goals and standards, will feel a greater responsibility for working 
hard in order to achieve them. Teacher and students must decide 
upon standards for s o1ne or all of the following aspects of their 
work: 
Dictation speed for the end of the term 
Transcription speed for the end of the term 
Typing speed for the end of the term 
English usage in business letters and other transcripts 
116, 
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Mailability of finished product 
Letter form and placement 
Certain periphery skills 
Desirable work habits 
Once these skills, knowledges, and habits have been 
identified by the students and the teacher as being important to 
their class work,. they should then decide together what degree 
of skill will constitute average work by the end of the term, 
Once the sights for average have been set, it is not difficult to 
decide what is above average, below average, or outstanding 
achievement in terms of the stated objectives, 
Glen E o Murphy 
School of Business 
Florida State University 
"Cooperative Student- Teacher Evaluation 
in Transcription Builds Responsibility, 11 
United Business Education Association Forum 6:25, April, 1952 
302. 
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Record cards are duplicated and supplied to the 
students for recording the results of their efforts and seeing 
their own improvement from day to day, Each student has a 
folder in which he puts all his work as it is completed. These 
folders are kept in alphabetical order by the students in a file 
in the room where they transcribe their notes, They are ac-
cessible to both the student and the teacher at all times. Stu-
dents also keep in this folder their shorthand notebooks to be 
used during the transcription-instruction period.. Tlus,, the 
possibilities that the students may forget to bring their note-
books to class or to lose them are avoided, 
Audra L , Roberts 
Indiana Univ:e r sity 
••Transcription - Self Taught. 11 
United Business Education Association Forum 7:29,. March, 1953 
303, Issuing grades on an accumulative grading scale in 
which the student amasses points over a six -week period 
stimulates the students to strive for more accurate work each 
304. 
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day rather than expect one good grade to carry them through, 
These points are accumulated on transcripts designated and 
evaluated by the teacher. 
Contributed by: · 
Winnifred West 
Broad Ripple High School 
Indianapolis • Indiana 
I also find charting the class as to transcription 
speed., dictation speed, accuracy,;. spelling~ English, typing 
speed, pe.rsonality, gives them a c,omparison and incentive., 
Often I hand out blanks and have them grade each other anony-
mously and post the grades,. Criticism kindly given for improve-
ment is appreciated, Again grades are lfpay•·• or "promotion'' or 
''demotion~ '' They under s tand "medians'' or "average". 
Contributed by: 
Mrs. Pearl Bryant 
Carr Central High School 
Vicksburg., Mississippi 
XVI. SEVERAL COLORFUL AND EXCITING GAMES TO AROUSE INTEREST 
IN THE SHORTHAND-TRANSCRIPTION CLASSES; OTHER MORALE 
305. 
In 
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The Speed..,Rate Game,_ I would finish the dictation 
and one would ask, "Was that at 30 or 40?" Another would as-
sure. that it must have been 40 . , That's when we started a new 
game - guessing the speed. Whoever was winner was at the top 
of our Hit Parade. • • • To make it more difficult, I'd do it at 
44 or 52 •. 
Louise Boggess 
Senior High School 
Kingsville, Tex as 
11 Putting Some Life in a Beginning 
Shorthand Class. ' 1 
Business Education World 32:226, January, 1952 
l!R, 
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History c.omes to life as it unfolds under the spell 
of great letters that have grown from real.,.life situations., For 
instance, the students are intrigued as they use their shorthand 
in .reliving through a letter, .the conflicting emotions of Josephine 
as she contemplates marriag.e with Napoleon and as she writes of 
his milita:dstic nature., which is s.o destructively revealed in 
later years., 
Frances B. Enos 
Business Institute 
Detroit, Michigan 
"Enriching the Shorthand Program. 11 
Business Education World 30:474;. May,. 1950 
307. 
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Every shorthand teacher faces the time when the les~ 
son is completed, and he hesitates to give that last bit of die,. 
tation againi, Then he welcomes a greater variety of material 
s:o that the students will look forward to thes.e last few minutes:e 
Well-known quotations such as these serve the purpose admirably: 
11 Too low they build who build beneath the stars. 11 
'"" Edward Young 
11 Take the time now to make your life as lovely as it 
should be . ., Don 1t postpone this rendezvous with life,. . ... 
"" Henry Hitt Crane 
1
'
1Anger blows out the lamps .of the mind., In the exam .. 
ination of a great and important question , evel;'yone should be 
serene, slow-pulsed, and calm, 11 - Robert Ingersoll 
Frances B. Enos 
Business Ins titute 
Detr oit , Michigan 
11Enr iching the Shorthand Program. 11 
Business Education World 30:474, May, 1950 
308. This particular t eacher ; confronted by a group of 
boys scornful .of shorthand, persua ded the tallest to go to the 
board, explaining that the Job would be painless, Then she 
had a second boy dic t a te t o him as fas t as he could write, while 
she e ffor tlessly t ook down the materia l i n shor thand on an adjoin-
ing slate, Once or twice,, assuming boredom,. she asked her 
partner to hustle 11faster. 11 Then she rapidly read back her copy, 
In 
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with the remark that shorthand is as easy to read as longhand, 
and, with a smile at her colleague 1 s writing,. she added, 11 "' or 
easier.., "' 
Adapted from: 
Mrs • Madeline S. Strony 
Educational Director, Gregg Publishing 
Company, 
11Selling Shorthand: An Adventure. II 
Business Education World 29:284 ... 285, January, 1949 
309. 
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(Shorthand games) One which is very popular might 
be titled, 11 What do we eat on Christmas? 11 (or on any other 
holiday). Good Christmas words, of course, would be turkey, 
squash, stuffing, cranberries, etc. The words are written in 
shorthand on flash cards. With each word ~ a team scores a point 
when one of its members first identifies the fo.od in question. 
Adapted from: 
Grace V. Watkins 
Hamline University, Minnesota 
11Shorthand Games.,.. 
Business Education World 28:226, December, 194 7 
310 .. 
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(Shorthand games) Divide the pupils into teams for a 
song contest. Each pupil is given a slip of paper on which there 
is a number and a word (in shorthand). The words, in each case, 
are from the first line or the title of a song the students all know. 
The object of the game is to see which team can first unscramble 
its title or line, as semble in order, and sing its song. For 
Christmas, of course,. carols would be very appropriate •. 
Adapted from: 
Grace V.~. Watkins 
Hamline University, Minnesota 
11Shorthand Games.,. 11 
Business Education World 28.:226, December, 1947 
120t 
311. 
In 
SUCCESSFUL DEVICES FOR TEACHING 
(Shorthand games) There are several possible short-
hand adaptations for charades. As is usual, each team silently 
dramatizes a book title, a movie, or possibly a song. while the 
other side tries to guess the answer., Only, in this instance~ the 
answer must be written on the board in shorthand. Or, in vari-
ation. clues, in shorthand,. may be written on the board at inter-
vals, with each additional clue resulting in a lowering of the score 
for final correct identification. 
Adapted from: 
Grace V. Watkins, 
Hamline University, Minnesota 
••shorthand Games. ' 1 
Business Education World 28:227,. December, 1947 
312. 
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(Shorthand games) One of many g-ood relay race type 
of game requires a number of wooden blocks, each bearing a 
sentence in shorthand. At a signal to start, each captain rushes 
to a table, picks off a block and hands it to a teammate. The 
teammate returns to the table, reads the shorthand to a judge, 
then picks up a second block for a teammate, and so on. The 
team first clearing its table of shorthand blocks is declared the 
winner,. 
Adapted from: 
Grace V. Watkins,. 
Hamline University, Minnesota 
nshorthand Games. 11 
Business Education World 28:226, December, 1947 
313. (Shorthand games) As your party nears an end, have 
one of your students enter with prizes. He may be dressed as 
Santa, or the Easter Bunny, or otherwise appropriate to the 
season. He should be one of the better students, for he should 
talk only in shorthand. Each class member should forfeit his 
prize if he doesn't respond quickly to his shorthand name. Per-
haps losers should be allowed to redeem themselves if they can 
In 
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catch Santa in a shorthand mistake, 
Adapted from: 
Grace V . Watkins 
Hamline University, Minnesota 
"Shorthand Games ... • 
121. 
Business Education World 28:22 7, December, 194 7 
314. 
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A good motivating device for the day that a vacation 
starts is Brief Forms Bingo. Two of the better beginning 
writers can fill in forms (mixed up) in 24 squares (the one in 
dead center being free) and the words are called off. The first 
girl to get Bingo must read them back. Bingo sheets are ex-
changed for every game - this means all girls are required to 
read a number of forms. 
A crossword puzzle made up of shorthand forms is also 
a good before-vacation activity. 
Contributed by: 
Mrs. Georgia Ann Eng 
St. James High School 
St. James, Minnesota 
To vary the routine and help overcome boredom, I 
have used the 11bingo-game 11 method of teaching brief..,forms. 
The student sets up squares (usually 25) and the teacher dictates 
brief-forms at random. The student puts one brief form in each 
square.,. After 25 have been dictated,. the teacher reads them back, 
ag:tin at random and the student identifies and crosses off each 
one in turn.,. The first student to have five in a row crossed off 
receives a new pencil or eraser or some other small item. 
At Christmas time, the Shorthand students make up 
Christmas scenes using shorthand strokes.. These are entered 
in a contest which is judged by members of the faculty and prizes 
are awarded the day before vacation. 
Contributed by: 
Kay Bergin 
Naugatuck High School 
Naugatuck, Connecticut 
122; 
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I find that a shorthand newspaper increases interest 
in the subject and helps draw new students into the course. 
Have each person in the class write a story or some article or 
item of school news, jokes, etc., in shorthand. Then have each 
studen:t transfer his own contribution to the stencil. Whenever 
the name of a student is mentioned in the paper the name should 
he written out in longhand or typed. By doing this,interest is 
created outside of the class. If a student sees his name in the 
newspaper he will want to know what is said about him and will 
run to the nearest shorthand student to have the article read to 
him, This shorthand newspaper should not be put out over twice 
in a year or it will he come a burden to the teacher and students. 
Contributed by: 
Dean Lehman 
Chelan High School 
Chelan, Washington 
Use crossword puzzles. Sometimes we fill in the 
blank squares with shorthand outlines. Other times, we dupli-
cate puzzles found in the paper and use shorthand outlines for 
the list of horizontal and vertical words. 
Contributed by: 
Miss Edith L . Kneubuehl 
Dover High School 
Dover, Ohio 
Divide the class into two teams of approximately equal 
numbers and ability. Have the team members read from their 
homework notes., The teams alternate in this reading. As soon 
as an error is made, if the teacher does not stop the reader, 
the other team taps on desk tops with their pencils., Then the 
next member of the team takes up the reading. The teacher 
keeps records of lines correctly read by each pupil and each 
team,. Daily winners are announced and after several weeks, 
the whole contest is closed, with suitable awards., 
To keep one pupil from reading the whole homework 
lesson an upper limit, say 3 lines, should be imposed. Any 
pupil who concedes defeat and makes little effort should be 
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made to come in after school for individual practice, 
Adapted from: 
Rosella M, Agostine 
Jamestown, N, Y, High School 
123, 
"For Better Reading of Shorthand Notes, 11 
Business Education World 33:520,, June .,_ 1953 
319 .•. 
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A picture game can be used in both beginning and ad-
vanced classes. The teacher can select from magazines a large 
and varied assortment of pictures of people and things - trees, 
houses, cars, furniture, animals, or anything that might interest 
students. The pictures should be large enough for all students to 
see when the pictures are shown in front of the classroom. The 
teacher shows the picture to the class and each student writes in 
shorthand the item shown in the picture, For example, when 
the teacher holds up a picture of a dog, each student should write 
the word 11 dog•• in shorthand, The pictures should be shown in 
rapid succession until about 20 or 25 have been shown.. Then the 
student who was able to write the greatest number of words in 
shorthand should be allowed to write the correct shorthand forms 
on the blackboard, Each student should correct his own paper. 
Nellie Ellison, 
Concord College, Athens, West Virginia 
••shorthand Motivation. 11 
Balance Sheet 33: 15 7, December, 19 51 
320. 
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Memory, Select a picture that has a great many 
details, Hold the picture up so the students can study it for 
a few minutes. Then without looking at the picture, the students 
are to list in shorthand as many things as they remember seeing 
in the picture. 
Nellie Ellison 
Concord College, Athens, West Virginia 
~'~Shorthand Motivation, 11 
Balance Sheet 33:159, D e cember, 1951 
124': 
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In heterogeneous classes my favorite device is one 
that utiliz.es a combination of team spirit , team competition.,; 
and social pressure ~ About the 4th or 5th week of the term, after 
the students have taken several tests, the class is divided into 
5 teams,. with slow and rapid learners on each team, Each team 
is seated in a single row, with the team captain at the front of 
the row,. and the co--captain in the rear,; The slow""learning stu-
dents in the class are seated near the captain or co-captain of 
of their team so they can secure help from the fast-learning stu• 
dents .on the team, A chart is prepared to show the standing of 
each team. At present we are using little motor boats. Whenever 
a test is given , the average for each team is computed and the 
boats moved forward or backwar d accor ding to the new standing. 
This procedure causes the fast -learning s tudents in the class to 
coach the slower me1nbers of their team in order to secure a 
high team average. By recording only team scores, the failure 
of the individual student is not made a cause of individual shame 
by displaying it on a chart for all to see~ 
Bernard V . Deutchman, 
Grace H . Dodge Vocational High School 
New York City 
"Methods of Teaching Slow and Rapid 
Learners. 11 
Balance Sheet 33:103, November, 1951 
322. 
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We maintain a chart that denotes individual achieve.;;. 
ment.. Currently, we have ten little mountain climbers struggling 
to reach the peak of two hiils:o After each test the names and 
marks of the ten students who received the highest mark on the 
test are tacked alongside the mountain climbers. 
Bernard V 0 Deutchman 
Grace H. Dodge Vocational High School 
New York City 
11 Methods of Teaching Slow and Rapid 
Learners ., 11 
Balance Sheet 33:103, November , 1951 
323;; After securing a large circle of natural - colored ply., 
wood, one of our merchandising pupi ls set up a race track. 
First, he painted a large circle similar to the center of a 
In 
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merry-·go"'round one sees at the local carnivals. On this we 
erected a flag attached to a pole in such a manner as to be 
easily raised or lowered, Just as the death of a famous person 
causes the town's flags to be lowered,. we likewise lower ours,, 
At the base of the pole a miniature soldier stands on guard, The 
name of the class may be painted within the circle - we have 
printed, HSpeed Per Minute, 11 Another circle of a different 
color was then painted around the center circle" This is the 
race track proper~ divided at intervals into the various rates of 
speed,. beginning at 70 and ending at 180. Pegs were placed at 
intervals on each side of the track,, while three rows of cord form 
a fence. A toothpick labeled with the name of the participant in the 
race is inserted in the top of each toy auto, As a pupil progresses,. 
his car advances to the next speed, A flagman and a policeman 
are in forward positions to wave them onward, while in the rear 
an ambulance picks up and carries the labels of those who fail to 
make the grade, In the years I have been teaching nothing has 
helped so much to inspire and stimulate the pupils as this minia-
ture race track. The track is located near the door and is visible 
to pupils, would-he.,.. .employers, and all visitors . It is a matter 
of pride to get out of the ambulance and a thrill to be near the 
flagman. The cost of the track is negligible; all materials were 
secured from the s .. and-dime store except the plywood which was 
donated by the Carpentry Department. Most of the trinkets were 
furnished by members of the class; the rest were supplied by 
children of the lower grades, 
Gladys D. Roscoe 
High School, Dover, Delaware 
"Visual Aids for Shorthand Speed_, 11 
United Business Education Association Forum 4;31, December, 1949 
324, 
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Over a vacation period, I have often given the students 
an assignment of keeping a diary in shorthand., ••• What you 
learn of a student's outside activities will certainly give you a 
better under standing of your individual problems, 
John Allera, High School, 
Louis ville, Color ado 
"Suggestions for Fun in the Classroom, 11 
Balance Sheet 22:160, December, 1940 
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XVII., SPECIFIC METHODS FOR DOING HOMEWORK 
325~. Workbooks are available in shorthand theory which 
In 
help students obtain maximum results from practice outside the 
classroom with a minimum expenditure of time. In transcrip• 
tion classes the student who is weak in grammar can correct 
some of his weaknesses by studying the exercises provided in 
sp.elling, punctua,tion; and business English wor kbo.pks. 
Sigrid M. Johnson 
Chicago City Junior College 
Chicago,. Illinois 
''Modern Teaching Aids in the Secretarial 
Subjects., 11 
United Business Education Association Forum 6:.23 ,. January, 1952 
327 •. 
Frequently I have my students read each other's notes 
., • • usually their homework. I find that this makes the students 
want to write better homework,. 
Contributed by: 
Miss Edith L . Kneubuehl 
Dover High School 
Dover , Ohio 
Since homework is dis.G:ouraged .at our school ,. I cannot 
assign a lesson at a time as i s advocated by the author of Short~ 
hand Simplified. Therefor e . I assign all the words in a lesson and 
pick out one letter for study~ That letter is read several times and 
written in shorthand with the books open. Then, after practicing 
phrases and hard words, the letter is dictated again several times 
without the book. In about a week's time the letter assigned for 
Monday can be written rather rapidly and used by the end of the 
week. 
Contributed by: 
Mary Bugar 
Bend High School 
Bend, Oregon 
328., 
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Homework assignment sheets are handed out each 
week or each month to save class time that would otherwise 
be consumed by giving the assignment each day •. 
Contributed by: 
New Britain Senior High School 
New Britain, Connecticut 
During the first three months of shorthand home-
work., have the student select the most difficult word in every 
line and write it out in the right hand column of her tablet 
three times. It is better to use this method and ask for only 
two copies of the homework instead of asking for three copies 
and not get the extra practice on the more difficult words, 
Contributed by: 
Mrs., Ethel Hart 
Fairview Scho.ol 
Camden,, Arkansas 
(Second ,.. year students) Reading and writing short-
hand is very essential. Many teachers require students to write 
their lessons or so many letters,. so many times for homework. 
I would rather tfuestu.dents would pick out the unfamiliar phrases 
or words and write them until they become part of their own 
shorthand,thereby furthering their knowledge of shorthand and 
speed in dictation. Writing the whole lesson has some value, but 
a student interested in learning shorthand will get enough of this 
in reading and transcription, 
Contributed by: 
An Ohio High School teacher 
For homework, have students write a line of short-
hand in their notebooks, then skip a line continuing their writing 
practice on the third, fifth,. seventh, etc,, , lines of the notebook, 
During the next class period, the teacher will dictate the same 
mat.erial at different speeds for the students to fill in on the lines 
12Bt 
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skipped dur ing the homework practice ,. The student will then 
be doing the foll owing: he will be hearing the sound of the 
words, seeing the shorthand outline •· and writing the shorthand 
outline . This may be done many times during the year. It also 
lets students know that they can write shorthand outlines faster 
than they think they can. 
A good way to practice for homework is to have stu-
dents write a line of shorthand , skip a line, write a line. skip a 
line, etc. (as noted above), and then have students return to the 
beginning of the assignment and fill in the lines -- reading their 
own shorthand and writing again the same material - with text 
books closed, of course. When students get stuck,. they should 
look up the outline and then continue writing the assignment. 
Students should never write outlines unless they know the outline. 
Contributed by: 
Bingham High School 
Bingham Canyon , Utah 
The most effective way that I have found for home-
work assignments is to devote 15 - 20 minutes at the beginning 
of each period for students to write the assignment through 
once. Then just before the letters are dictated they go over 
them with the rubber end of their pencils. This brings about 
a greater degree of concentr a t i on because of the study time 
being limited, and also better results than doing them at home 
with the radio or T . V. turned on. I also dictate extra letters 
which they have not studied and have them transcribed outside 
of the class period as homework since we do not have machines 
available during the class period.. I do not accept letters with 
misspelled words. They may erase,. however. This works 
wonderfully for me in improving spelling and proofreading. 
Contributed by: 
An Oklahoma High School teacher 
Coordinating Home and Class Work. The following 
practice helps beginning shorthand students to write shorthand 
rapidly when they first begin to write from dictation. As their 
homework assignment, the students copy the assignments fr o m 
the textbook, using every second or third line in their notebooks. 
SHOR THANH-TRANSCRIPTION 129, 
During the class period they write the assignment from dic ·-
tation. writing below the notes written as the homework as-
signment.. This enables the students to write more rapidly as 
they do not have to look at the copy in the book as they write, 
Taking dictation with such help is much less tiring than follow-
ing the copy in the book, 
This procedure was recommended for use in advanced 
shorthand classes to make homework more meaningful., but 
serves to encourage beginning students to get the dictation down 
rapidly. 
Delta Pi Epsilon Committee 
11Good Classroom Practices in 
Business Education, 11 
South-Western PUblishing Company, 1953, page 38 
334,_ 
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The homework secretary "' .,. , has five assistants or 
row monitors, At a signal from the teacher, the row monitors 
collect the homework from the pupils in their rows, They take 
the assignments to the homework secretary and report to her 
the names of those absent, those who did only part of the lesson, 
and those who made up a back assignment,. The secretary records 
this information while the row monitor watches her to make sure 
that no mistake is made._ 
Rosalyn R. Shostak 
Manual Arts High School 
Los Angeles, California 
11Shorthand Classroom Organization, 11 
Journal of Business Education 27:284, March~ 1952 
In 
Current work is handed in unfolded while back assign-
ments are folded in half_.. The teacher may find it valuable to 
have the pupils do their homework in a notebook with paper of 
one color and the classwork in a notebook with paper of another 
color,. 
Rosalyn R. Shostak 
Manual Arts High School 
Los Angeles,, California 
11Shorthand Classroom Organization,. 11 
J ournal of Business Education 27:284, March, 1952 
130-. SUCCESSFUL DEVICES FOR TEACHING 
XVIll-. SEVERAL GENERAL DEVICES TQ STIMULATE INTEREST IN 
SHORTHAND.,. TRANSCRIPTION . CLASSES 
In 
Why not take a few minutes at the beginning to tell 
them something about the history of shorthand,. of the great 
people who have been writers of it - famous statesmen such 
as Thomas Jefferson and Woodrow Wilson; great preachers 
like John Wesley and his brother Charles,. and Roger Williams,. 
the founder of Rhode Island; four presidents of Harvard 
University; Dr., Timothy Dwight, pr~sident of Yale University, 
the famous Jonathan Edwards,_ first president of Princeton. 
JohnR.ob.ert Qr egg 
''Improvement of Classroom Teaching 
of Shorthand. r r 
East.ern Commercial Teachers 1 Association Twelfth Yearbook, 1939, page 2 77 
In 
(First class) You are ~nrolled in this class for two 
reasons, primarily: you wan t to lear n to write shorthand for 
personal use, notes in college perhaps, and for dictation in an 
office. You are about to begin the study of a shorthand system 
which is used by people all over the world. It was that wide-
spread even before World War II and that conflict has taken it to 
a few new islands! Shorthand is valuable for the office and for 
personal use because it saves time,. Noti.ce how long it takes 
me to write in longhand the last sentenc.e I said., 11 (Writes in 
longhand, then in sho.rthand..) 1Bo-th · 'the time and space saved 
are impressive). trin writing shorthand we save time by writing 
only the sounded letters - - - ,. 1'1 
Dorothea L. Chandler 
''Study of Techniques. Employed by an 
Experienced Teacher of Shorthand>; rr 
Master's Thesis;. State University of Iowa; 1945r page 9.· 
338 ., The usual typewriter classroom desks do not allow 
for practice in dictation, typing~ etc., , under usual office 
conditions. It is advantageous, therefore, to have in one corner 
In 
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of the room, a typical set .. up for one regular stenographer. 
This contains a regular office desk and typewriter and a 
stenographer's chair ;;: The class m .embers rotate in being 
allowed to occupy the space. 
Adapted from: 
Robert Bell 
Union High School 
Phoenix, Arizona 
nMy Favorite Devices for Teaching 
Transcription. 11 
Business Education World 34:36,. October,. 1953 
339,. 
In 
The managem.ent of a shorthand classroom by the stu ... 
dents should contribute to democratic daily living, For most 
students, assuming responsibility for classroom management 
is a new experience,. The entire class may at first constitute 
a planning committee. As the capabilities of the class grow 
through the acceptance of responsibility, rotating committees 
may handle associated activities ., For example; committees 
may be charged with the following activities: collecting, filing, 
and returning daily work; keeping the bulletinboard up to date; 
pr.oofreading transcribed letters and reports; dictating to 
small groups; keeping the classroom in order; arranging for out-
of-class activities; and p l anning for the welfare of the group~ 
What environment does this type of classroom give to the 
student? It gives a demo era tic environment in which the student 
may participat e in self .,. selected activities, cooperate with the 
group, lead as well as follow 1 exercise creative self- expression, 
persist in worthwhile tasks,. and accept responsibility. In such 
a democratic classroom, cooperative daily living and guided 
growth can take place. 
Ella Becky Sharp 
"A Teacher of Shorthand Revises 
Her Philosophy. 11 
United Business Education Association Forum 5:18,. October . 1950 
340. The health clerk checks on the temperature and 
lighting.., At the beginning .of the term. the teacher must take 
ln.. 
SUCCESSFUL DEVICES FOR TEACHING 
a few seconds to give this .officer instruction on proper tem-
perature, ventilation, and lighting for the room. 
Rosalyn R . Shostak 
Manual Arts High School 
Los Angeles, California 
11Shorthand Classroom Organization •. •• 
Journal of .Business Education 2 7:284, March; 1952 
In 
· We found all the typewriter desks very low and of 
the same height.,. An arrangement with the woodworking 
department of our college.·resulted in an exchange of jobs to 
the benefit of both that department and ours,. We did a piece 
of secretarial work for them; and they put blocks of gradu• 
ated sizes under our typewriter desks so that those students 
who were six feet tall sat at highe r desks, and our Oriental 
students of the five -. foot size, used the small, low ones. 
Alice La Vergne ffiolst,. 
Pacific Union College 
11Stretching the Shorthand Budget. 11 
United Business Education Association Forum 5:26, April, 1951 
342. Shorthand students should be encouraged to join 
the Future Business Leaders of America in order to benefit 
from training beyond the classroom,. Such organizations as' · 
the Rotary Clubs and the National Office Management Associ.,. 
ation sponsor programs for the FBLA., The club members 
.often emphasize such necessary things as thinking instead of 
transcribing mechanically and the importance of speed as well 
as accuracy, if a secretary is to earn money for the employer. 
Personality and how to get along with people · are stressed in 
thes.e programs. Shorthand would be valueless without some 
knowledge of business etiquette and other assistance given by 
office managers and persons of authority in the field of 
business ,. 
Rita Polk Heap e 
Senior High Scho ol , Greenville , S o C. 
''Teaching Techniques for First'" Year 
Shorthand. 11 
United Business Education Association For um 7:29, February; 1953 
343. 
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The using of pins as awards can be either good 
motivation of bad motivation, according to Louis A. Leslie. 
As an example of bad motivation, he offers the giving of 
pins for simple attendance in Sunday School, The pin can be 
gained by a boy or girl who has reached none of the real ob-
jectives of the Sunday School organization, Similarly, the 
giving of pins for simply attending so many sessions of a 
shorthand class is undesirable.. The pin should stand for a 
definite degree of accomplishment, the definite acquiring of 
the skills taught in the cours.e, 
Adapted from: 
Louis A. Leslie 
11 Methods of Teaching Gregg Shorthand, 11 
McGraw Hill Book Company, 1953, page 260 
344, 
345, 
In 
When a stude.nt's fountain pen begins to scratch I 
suggest that an emery board be used to file the point of the pen. 
A little filing on either side or back of the point usually corrects 
the trouble and prevents the pen from scratching while dictation 
is being taken, 
Contributed by: 
Elmina McKneely 
Tifton High School 
Tifton, Georgia 
The teacher should avoid doing all the talking her self 
and let the pupils dictate (in advanced classes) frequently while 
she and the class write, This method is very encouraging to a 
class and has a twofold value because the class actually feels 
that the teacher is able to do the thing she is teaching them and 
because at the same time it enables her to maintain her speed 
in shorthand writing, 
Margaret G. Connelly 
1
'Motivation of Shorthand and Typewrit ing, 11 
Master 1 s Thesis, Bas ton University School of Education, 1926, page 41 
134,,. 
346.: 
In. 
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The average student is anxious to do things in the 
most correct way; therefore .; there must be some appeal to 
the student for correct writing. The teacher may make an appeal 
to some line of athletics and have the students tell what is the 
best form for playing tennis or basketball. She can then point out 
to the class the importance of doing things in the correct way 
and that can be very easily applied to shorthand and typewriting.~ 
If it is necessary for the athlete to use every point in the line .of 
athletics., then it is equally necessary for the student to use good 
form in his work. 
Margaret G. Connelly, 
"Motivation of Shorthand and Typewriting.'' 
Master 1 s Thesis, Boston University School of Education,. 1926, page 35 
In 
It is much better for all concerned if the shorthand and 
typewriting teacher be the same person. Where, however, that is 
not possible, there is no reason why the two cannot work together -,. 
The shorthand teacherr. for example; can dictate sentences stressing 
a particular transcription point, and then pass the list to .the type-
writing teacher who in turn can dictate the sentences to the students 
at the machine the next day.,., 
Leroy A. Brendel, Head; 
Business Education :Department,. 
High School, Beverly; . Mass. 
United Business Education Association Forum 4:19, February, 1950 
348,. 1.<! Dictation .-. change dictators. Have dictation given by 
students; teachers, visitors, records. 
2., Always dictate 1 or 2 minutes above required rate ,. 
120 w .,. 2 min., - 140 w .. 1 min. - required 100 w -. 5 minutes;;~~ 
Keep monthly charts .,. Gregg Tests 80 - 100 ... 120 "" 140. 
3e: Dictate plenty of new material"" current events, plays. 
sports, movies. 
4. Give dictation under pressure -noises,. standing, sitting 
without desks. 
5.,.. 
6. 
Dictation - tape recordings_. 
Vocabulary and phrase tests - twice each month,.. 
349. 
350. 
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Transcription 
1. Spelling tests, drills, Word wealth to increase vo-
cabulary. 
Division words,. 
Charts for spelling., 
Mailable letter charts ~ grades,. 
5. Direct dictation,. 
6.. Timed transcripts and accomplishment charts .• 
7.. Double penalty on proofreading .. incorrect spelling. 
8,, ''In-service training" ... jobs for teachers ., adminis-
trators;. as booklet for Latin Club- songs in Latin ... cover made 
by Art Department; Operetta .. plays .. Music Department; 
minutes ... teachers' associations; tests; filing for school; perma .. 
nent record cards for new entrants . ., Secretaries take dictation 
at Teachers' Work Shops., also from tape recordings of meetings. 
Contributed by: 
A Pennsylvania High School teacher 
I use the following devices: 
1. Dating page of notebook at bottom of page for easy 
reference.., 
2. Inserting paper clip on pages containing rush notes, 
3. Using dictation records and recording tapes to as-
sist the teacher. 
4. Using "Daylight" type of screen so that movies may 
be shown in each room, even though dark shades are not avail-
able. 
1. 
z .. 
3. 
4. 
5. 
6. 
Contributed by: 
Albert J. Orton 
Senior High School 
Belmont, Massachusetts 
M.ost difficult words placed on blackboard. 
Letters are dictated"' 
General office procedure followed., 
Letterhead paper used for transcription of notes. 
Only mailable letters accepted. 
At times phonograph records used and shorthand 
letters are played - this enables me to observe more 
closely the work of each student. 
136. 
7 .. 
10;. 
351.. 
.!!b. 
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Rotation plan .of typewriters used to familiarize each student 
with all makes of typewriters;; 
At end of period typewriters are brushed and closed., 
At times dictation is varied: (a) outsider comes in to dictate 
as another teacher; (b) a student dictates.,, 
Timed te::;ts are given and var~ous devices are placed on board 
to show rate of speed of each pupil: (a) list of names with curved 
peaks; (b) wheel with numhers - pictures of girls within speed 
lines;_ (c) thermometer-:- girls' names., 
Some girls work in offices part time and thus get actual experi-
ence"' 
First year s-ho.rthand: 
Use of phonograph with: (a) brief form records; (b) phrase 
records; (c) letter s-• 
Vary method of writing.. Instead of always writing on desk 
use: pads on laps, standing up with pads in hands,. This is done 
to familiarize students with conditions which might have to be met..-_ 
COntributed by: 
Mary H. Lafranz 
Nicholls- High School 
New Orleans, Louisiana 
Start every class with a bright and cheerful, "Good 
morning! 1-1 or ''Good afternoon, 11 or at least a pleasant 11 Hello-. 11 
The pupils will invariably respond with bright smiles and a 
returning, HGood morning, Mr. Budish! 11 Some classes 
will consider this a standing joke, of course, and loudly sing-
song their reply, but they will still laugh and that is the way 
a class should begin• 
Bernard E . Budish 
Dickinson College 
"My Favorite Devices for Making 
Shorthand Lively .. 11 
Business Education World 34:12, September, 1953 
352 .. 
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Dur'ing the past few years, shorthand teachers from 
all parts of the country have commented that their students 
make big strides in the beginning in shorthand but sometime 
during the second semester when transcription is the focal 
point they bog down, What is the cause of this difficulty? 
After studying the procedures recommended by Ann Brewington, 
(1,.2) and analyzing student difficulties, an experimental ap"" 
proach to shorthand was tried which paid dividends in producing 
meaningful transcripts. 
A ''whole to part" system of learning shorthand is 
the secret of the approach used,, The first day .of the shorthand 
class is not spent on the textbook. No analysis of the shorthand 
system is desired at this point. Little, if any,, comment on the 
history of shorthand or selling of the course is necessary on the 
first day because nearly all students have been motived or they 
would not be in the class. Motivation comes later during the 
drill periods"' 
When the class enters the room they will see on the 
chalk-board two letters in shorthand from the textbook, (Other 
materials may be duplicated and used; but why duplicate some-
thing that has already been done?) The letters used are para-
graphs 38 and 41 on pages 14 and 15 of the Shorthand Manual 
Simplified Functional Method, The lines of writing on the 
board should end at the same point that they do in the textbook, 
Xhis is necessary in making the transition from reading the 
board material to reading from the book, Any letter of more 
than fifty words will be satisfactory,. The lesson follows some.-. 
thing like this: 
"We are he;re to learn a shortened way of writing the 
spoken word so that direct transcriptions of dictations may be 
possible.;: I have a letter on the board written in shorthand which 
I will read to you, " 
The reading approach is used in order to develop the 
ability to read in terms of ideas or thoughts instead of reading in 
terms of shorthand symbols,.. The teacher reads the letter from 
the board at a reading rate of between 120 and 150 words per 
minute .._ The secret of success at this point is to use a pointer 
and as the shorthand is read to draw the pointer along the line 
of reading, but not to point out individual words., This is done 
to develop the thought idea without calling attention to individual 
symbols. 
1, Ann Brewington and Helen Sautter, Lesson Plans for Teaching Gregg Short-
hand by the Direct Method, Gregg Publishing Company, 1952 
2. Ann Brewington, ''Shorthand Reading Processes," Business Education 
(UBEA) Forum 2:27-29,. October, 1947 
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When the letter has be en read to the class, s orne one 
in the class is asked to tell the substance of the letter., The 
first time that the letter is read, a teacher must not be discour-
aged at not getting from the class all the ideas from the letter, 
After reading through the letter again in the same manner, an-
other student is asked to give the thought of the letter, This 
same procedure is followed a third time. By this time the 
class is ready to read along with the teacher. The members 
of the class join in the reading and do as much reading as they 
can., Still continue to move the pointer along the line of reading, 
At this point it is essential that the students participate at the 
pace set, The teacher does not slow down for the class; As the 
class reads, the teacher listens to the voice inflections of the 
students and watches their eye movements in order to determine 
how well each student is entering into this first learning stage. 
After fluent reading by the class is reached, the 
teacher reads aloud words that should be brought to the mastery 
level, and points directly to the outlines as they are read,. The 
words to be brought to the mastery level are those that are repeat-
ed; that is, in paragraph 38, they would be the outlines for tire, 
Mary,. price, car , and so on., The c l ass reads these designated 
outlines in unison •. -Following this kind of drill, the class reads 
the. whole letter from the board as the teacher moves the pointer 
along the line of reading, 
Now is the time to call upon individual members of the 
class to read the letter~ The important thing now is that the read-
ing is done with thought and meaning with no attempt to get literal 
reading - that will come later. The student is prompted immedi-
ately if he hesitates , After the letter h as been read through, other 
individuals are called upon to read different sentences - not neces-
sarily in order, The teacher points out phrases and words for the 
individual members to read, After this drill is completed, the 
class goes back to reading the whole l etter again- first in unison 
and then to read it individually. 
After the first letter has been taken through this proce-
dure, attention is focused on the second letter which has already 
been placed on the board, The same procedure is followed for 
this second letter as was used in reading the first letter,. Two 
letters can be covered during the first class period,. 
One thing at a time should be learned. The first learn-
ing process has been to read shorthand from the board. The nex t 
learning process is reading from the t extbook. 
Using the same two letters which have been read from 
the board, the class r eads the letters in unison at a rate of 150 
words a minute. Such questions as the following are asked the 
In 
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the class: What is the thought of the third sentence? What 
is the last word in the second line? first word in the third 
line? last line? 
Individuals are then asked to read the letter, At 
the end of each reading students are asked questions concern-
ing thought content. 
The homework assignment for the first day is the 
two letters which were read in class, Each student is ex-
pected to be able to read the letters just as well from short-
hand as he would from longhand. He is taught how to use 
the key in the back of the book (if duplicated material is used, 
the class must have a key of the material for home study) and 
urged to use the key frequently in studying. 
This procedure is followed for the first week of 
class, usually, or until the class seems eager to move along •. 
Now - it is time to begin the analysis stage, and so it is time 
to go back to the first lesson in the textbook., The teacher 
follows the presentation as suggested in the teacher's manual 
except that writing is introduced by the tenth lesson, By this 
time the students have acquired the habit of reading for 
thought, This skill will continue· throughout the course and 
will aid materially in bringing about meaningful transcripts 
during the second semester, Instead of leaving holes in the 
transcript because a shorthand symbol cannot be read, the 
student will have developed the habit of reading for sentence 
sense.,. 
Students enjoy this method and move through their 
shorthand work smoothly and with a minimum of discourage-
ment •. 
F. Kendrick Bangs 
University of Colorado 
Boulder, Colorado 
1 1My Shorthand Students Do Very 
Well Until , , , 11 
United Business Education Association Forum 7:22, January, 1954 
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TAKE A LETTER PLEASE 
Scene: The office of Frederick Holmes, S ale s Manager for the Eastern Office 
Supply and Equipment Company. 
C haracters 
Mr. Holmes 
Mis s Stevens, Mr. Holmes' Secretary 
Miss Lane 
Miss Weaver 
Miss Powell 
Miss Marsh 
Miss Stevens: 
Mr. Holmes: 
Miss Stevens: 
Miss Stevens: 
Mr. Holmes: 
App licants for the job of s tenographer, all y oung and 
attractive. 
(As the scene op e ns Mr. Holme s is s itting at 
his desk w orking. There are several chairs 
arranged in a semi -circle at the right of his 
desk. The door at rightopens, Mi ss Stevens 
enters.) 
There are four young la.die s here i n ans w er to 
your advertise1nent for a stenographer, Mr, 
Holmes. 
Thank y ou, Miss Stevens, Plea se see that each 
one has a pad and a pen and send them all in tu,-
gether, 
Ver y well, Mr. Holmes. 
(Miss Stevens exits, Mr, Holmes takes out a 
comb from his pocket, hurriedly combs his hair, 
straightens his tie~ and then takes a sheet of 
paper from the drawer and reads it,) 
(Enters, followed by the four girls) Here they 
are, Mr. Holmes: Miss Lane, Miss Weaver, 
Miss Powell, a nd Miss Marsh. This is Mr. 
Holmes. 
Good morning, girls, Please sit down. (Girls 
sit) The only way I can choose from among you 
four is on the basis of ability, so I have prepared 
a little test. (Miss Stevens exits as Mr. Holmes 
speaks) I'm going to dictate a letter and then you 
are to go back to the outer office and type the letter. 
( continued) 
142, 
Mr. Holmes: 
Mr. Holmes: 
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(Continued) That's all there is to it. There 
are dictionaries available which you may con-
sult if necessary, b ut aside from that you will 
be on your own. No questions will be answered 
concerning the letter after it has been dictated, 
Is that agreeable to you? 
(The girls nod and ad lib 11 Yes 11 , 11 0f course, Mr. 
Holmes 11 and so on) 
Very well, if y ou 'r e all set, I'll begin. The letter 
is to M r . Joseph C . Reynolds, 3721 Hawthorne 
Boul evard , Elmhurst, Indiana. (Reads from the 
paper he has before him). 11 Dear Joe, Congrat-
ulations! Your orders for last month brought 
y our total sales for the month up to an amount 
which exc eeds that of any other salesman. Un-
doubtedly that sort of salesmanship will affect 
your chances for promotion. 
11 I wish you had been here last night .• A 
specialist in sales psychology spoke at our weekly 
dinner and he delivered a really gripping address. 
Obviously y ou don't need lessons in sales psychol-
ogy but I'm sure you would have liked to have heard 
him, never theless. 
11 Jim Winslow called me this morning. He 1 s 
opening a new branch in Worcester and wants to 
discuss an orde r for supplies and office fixtures. 
You may be sure I accepted his invitation with 
alacrity. 
11Incidentally , Jim is having trouble deciding 
whom he should put in charge of the new branch. 
Jones and Hollis both would like the chance and 
either of the two men are capable of doing a good 
j ob. It's a P.ifficult decision to make. 
''Speaking of staff problems: Did I tell you 
we were obliged t o let Miss Jackson go? She was 
a bright, likable girl, but a v i ctim of general 
inertia. 
"You may be interested to know the Principal 
of the Business College, a~ w ell as several of the 
teachers, have accepted my invitation to inspect our 
new line of comptometers. That may turn out to be 
a g ood lead. 
L ast month our sales index rose 7o/o. That 
i sn't t oo bad considering that business generally is 
(continued) 
Mr. Holmes: 
Mr. Holmes: 
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(Continued) in a state of indecision. However, 
I am hopeful that we will do even better next 
month. I know you'll keep up your good work and 
the other salesmen will be on their toes trying to 
equal your record. 
111 1m looking forward to seeing you at the 
convention in Chicago next month. 
''Give my best regards to your wife. 
Sincerely, 
Fred 11 
(as he finishes reading the letter) All right, girls. 
That's it. You may go out to the other office and 
Miss Stevens will give you each a turn at a type-
writer •. 
(Girls all exit, looking at their notes) 
Scene II 
Time: About ten minutes later. 
Same setting. 
Miss Lane: 
Mr. Holmes: 
Miss Lane: 
Mr. Holmes: 
Miss Lane: 
Mr. Holmes: 
(Enters, carrying typed letter) Here I am, Mr. 
Holmes. 
Good. Let me see now, you're Miss • • • • • ? 
Susan Anne Lane, (lays letter on Mr. Holmes' 
desk) but almost everybody just calls me Sue. 
Hmmmph. Very well, Miss Lane. Sit down and 
I'll look this letter over, (Picks up letter, starts 
to read silently, scowls) Didn't you find a diction-
ary in the outer office, Miss Lane? 
Oh, dear. Do you mean I've spelled something 
wrong already? 
To my knowledge, boulevard is not spelled b-u-1-
1-e-v-a-r-d. I think you would have discovered that 
if you had consulted the dictionary, Miss Lane. 
144, 
Miss Lane: 
Mr. Holmes: 
Miss Lane: 
Mr, Holmes: 
Miss Lane: 
Mr. Holmes: 
Miss Lane: 
Mr, Holmes: 
Miss Lane: 
Mr, Holmes: 
Miss Lane: 
Mr, Holmes: 
Miss Lane: 
Mr, Holmes: 
SUCCESSFUL DEVICES FOR TEACHING 
But I did look in the dictionary, It must be that 
your dictionary just isn't up to date, because 
boulevard wasn't there, 
I find that a bit difficult to believe, Miss Lane. · 
Boulevard is not one of the newer words, 
(On the verge of weeping) But it really isn't there, 
Mr .. Holmes. I looked at every single word in the 
dictionary that started with b-u-1. 
Oh, I see, (Continues reading ••• half to himself) 
11 Dear Joe, Congratulations! Your orders for last 
week brought your total sales for the month up to 
••• , , '' I must say, Miss Lane, this is a very 
neat looking letter, 
Thank you. 
(Reads silently for a second or two) What's this? 
"A specialist in sales s-i -c-o~l-o-g-y, ••• 11 
(Looks up at Miss Lane) I suppose psychology 
wasn't in the dictionary either? 
No, sir, it wasn't. I looked up every single word 
that •••• 
(Interrupting) I know, You looked up every word 
that started with s-i .• 
(Nodding) That's right, I did, 
For your information, Miss La!le, "psychology" 
starts with P-:- s -y. 
It does? Well, my goodness, who ever would have 
thought of that. I just don't know what good an old 
dictionary is anyway, You have to know how to 
spell a word before you can look it up to see how to 
spell it. 
(Sighs, reads another line silently. Looks startled) 
Good heavens, did I say that? 
What, Mr. Holmes? 
It says here, "He delivered a really griping address. 11 
Miss Lane: 
Mr. Holmes: 
Miss Lane: 
Mr. Holmes: 
Miss Lane: 
Mr. Holmes: 
Miss Lane: 
Miss Weaver: 
Mr. Holmes: 
Miss Weaver: 
Mr. Holmes: 
Miss Weaver: 
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(Looks at her notes) Yes , Mr. Holmes. That's 
what you said. (Pauses thoughtfully) But it 
doesn't seem to me that you pronounced it just that 
way before. 
Miss Lane, I believe that the word I used was 
11 gripping". Do you know how to spell 11 gripping 11 ? 
My goodness, of course. That's an easy word. 
You just spell 11 grip", g-r-i-p, and then put an 
i-n-g on it. Isn't that the way I spelled it? 
(Lays the letter down on his desk) It is ••• 
Thank you very much, Miss Lane. Leave your 
phone number with Miss Stevens. I'll let you 
know when I have made my decision. 
But you didn't read all of the letter. 
I don't think it's necessary. (Rises) Thank you 
again for coming, Miss Lane. 
(Rises) Oh, not at all. It really was a pleasure. 
Goodbye, Mr. Holmes. (Exits) 
(Mr. E:Iolmes looks again at the letter. Shakes his 
head unbelievingly) 
(Enters, lays letter down on Mr. Holmes' desk) 
Thank you, Miss • ? 
Marjorie Weaver. (Sits down in the chair closest 
to Mr. Holmes 1 desk) 
(Reads under breath) 11 Mr. Joseph E . Reynolds, 
Hawthorne Boulevard ••• 11 (Aloud) All right so 
far. (Reads to himself for a few seconds. Begins 
to look perplexed •. ) What? (Reads first part of 
the letter again and then looks at Miss Weaver) 
Are you sure this is the letter I dictated to you? 
Of course, Mr. Holmes. I didn't have a bit of 
trouble transcribing my notes. You spoke so 
clearly. You didn't mumble at all like some men d o . 
146, 
Mr. Holmes: 
Miss Weaver: 
Mr, Holmes: 
Miss Weaver: 
Mr. Holmes: 
Miss Weaver: 
Mr, Holmes: 
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(Looks at lette r a gai n) It certainly doesn't seem 
1 ike the same le tter , somehow, (Reads aloud) 
"Dear Joe, Congratulat i ons your orders for last 
week, Brought your total sales for the month 
up to an amount which exceeds that of any other 
salesman, Undoubtedly! That sort of salesman-
ship will affect your chances fo r promotion, 11 
(Pauses) The words are the same, I guess, but 
what about the punctuati on » Miss Weaver? 
But you didn ' t dictate any punctuation, Mr, 
Holmes, and w h en I read it back I couldn't tell 
just where the sentences began and ended, Isn't 
it right? 
I can ' t say that it ' s e x ac tl y what I had in mind. I 
do wish you 1d expl ain one t hing to me: What is 
"undoubtedly" doing all by i t self between two sen-
tences? 
Well, you see, Mr. Holmes , I couldn ' t tell for sure 
whether it went with the sentence before it or with 
the sentence afte r it , so I thought I ' d just leave it 
like that, Sort of an exclamation, 
I see, (Continues reading) 11 I wish you had been 
here, Last night a specialis t in sales psychology 
11 At any rate you can spell, 
Oh, yes, I 1m a very good speller if I do say so 
myself, 
(Reads silently for few sec onds , then speaks) 
Hmmmm? Let me try this a gain, 11 Jim Winslow 
called this morning and asked me to have lunch 
with him. Tomorrow he 1 s opening a new branch 
in Worcester and want s to dis cuss an order for 
office fix tures and supplies you may be sure, I 
accepted his invit ation with alacrity incidentally. 11 
(Reads rapidly)' Jim is having trou ble deciding 
, , ,
11 (finishes paragraph under his breath) 
(Reads aloud again) 11 Speaking of staff problems did 
I t ell you we were obliged to let Miss Jacks on go? 
She was a bright , likeable gir l , but a victim of 
general ine rtia you may be intere sted to know. 11 
"The pr incip a l of the Business College as 
well as severa l of the t eachers have accepted my 
(continued) 
Mr. Holmes: 
Miss Weaver: 
Mr. Holmes: 
Miss Weaver: 
Miss Powell: 
Mr. Holmes: 
Miss Powell: 
Mr. Holmes: 
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(Continued) invitation to inspect our new line of 
comptometers that may turn out to be a good 
lead, 11 Hmmm, 
11 Last month our sales index rose 7o/o, 
That isn't too bad, Considering that business 
generally is in a state of indecision, however 
I am hopeful that we will do even better next 
month I know, 11 
(Reads couple of lines rapidly to himself, 
then reads aloud again) 
11 I 1m looking forward to seeing you at the 
Convention, Next month in Chicago give my 
best regards to your wife, Sincerely, 11 , , , , 
Very interesting, Miss Weaver, I think Joe 
would enjoy receiving this letter, 
Do you really think so, Mr, Holmes? Then you 
mean , , , , ? 
(Hurriedly) Leave your telephone number with 
Miss Stevens. I'll let you know if we decide we 
need you, 
(Rises) Thank you, Mr, Holmes, (Exits) 
(Mr. Holmes looks at letter again, lays it down 
on his desk, Takes out his handkerchief and 
mops his forehead) 
(Enters, lays letter on Mr. Holmes 1 desk) Here 1 s 
my letter, Mr. Holmes, In case you've forgotten, 
I 1m Miss Powell. 
Thank you, Miss Powell, Sit down, please. (Miss 
Powell sits) (Mr. Holmes glances over letter) 
This is a very nice looking letter, Now let's 
see, 11 Dear Joe • , • 11 (Reads to himself for a 
few seconds) This seems to be just as I dictated 
it, Miss Powell, 
(Complacently) I'm sure it is, Mr. Holmes, 
(Starts reading again, half to himself) 11 Jim 
Sinslow called me this morning and asked me 
have lunch with him , , • (voice fades away) ••• 
(then loud again) You may be sure I accepted 
his invitation witb Alacrity o 11 (Stops o o • o looks 
at letter) That looks a bit odd. Did you intend to 
spell 11 alacrity 11 with a capital 11A 11 ? 
14 8 , 
M i ss Powell: 
Mr. Holmes: 
Miss Powell: 
Mr. Holmes: 
Miss Powell: 
Mr. Holmes: 
Miss Powell: 
Mr, Holmes: 
M i ss Powell: 
Mr. Holmes: 
Mis s Powell: 
Mr. Holmes: 
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Oh, of course, Mr. Holmes, Do you mean I 
didn't? 
You did, all right, I was just wondering why you 
did, 
You're just trying to catch me, Mr. Holmes, 
but I know very well that all proper nouns start 
with a capital lett er, You know, names -of 
people and places. 
Ohhhh, yes, I guess I see what you mean, Do 
you know anyone named 11Alacrity 11 , Miss Powell? 
No, I can't say that I do, It is an odd name, isn't 
it? I don't believe I've ever even heard it before, 
Is that your wife 1 s name, Mr, Holmes? Alacrity? 
Unfortunately , no, but let's get on with the letter. 
(Reads on silently) What's this? ''Speaking of 
staff problems: Did I tell you we were obliged to 
let Miss Jackson go? She was a bright, likeable 
girl, but a victim of General Inertia 11 : Capitcil 11 G 11 , 
capital •:!I 11 , You're sure those capital letters are 
necessary, Miss Powell? 
Oh, ye s , I'm certain, Mr, Holmes. Titles like 
11 general 11 and 11major 11 are always capitalized 
when they refer to a specific per son, like in this 
case, (Sighs) It'stoobad, isn1tit? 
What's too bad? 
About that Miss Jackson, I always say that a girl 
should never let her love life interfere with her 
work, And besides, it's a mistake for a girl to 
get mix ed up with foreigners, I always say, 
Like General Inertia, you mean? 
(Nodding) That' s righ t. 
(Nods) I don't really think it's necessary, but 
I may as well finish r eading the letter, You've 
managed to give a dull letter new meaning, Miss 
Powell. 
Miss Powell: 
Mr. Holmes: 
Miss Powell: 
Mr. Holmes: 
Miss Powell: 
Miss Marsh: 
Mr. Holmes: 
Miss Marsh: 
Mr. Holmes: 
Miss Marsh: 
Mr. Holmes: 
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Thank you, Mr. Holmes. 
(Reads to himself •. , then aloud) Lost month 
our sales index rose 7%. That isn ' t too bad con .. 
sidering that business generally is in a State of 
Indecision," I think I can guess why ''State" and 
11Indecision11 are capitalized, States are always 
capitalized. Is that right , Miss Powell? 
You ' re almost right, Mr. Holmes, If you were 
just speaking about a s t ate without naming any 
special one you wouldn't have to capitalize the word 
''state''. Like if you were to say, ''I'd like to live 
in a warm state. 11 
I see, That ' s good to know. (Sighs) Very well, 
Miss Powell. I ' ll let you know if we decide that we 
need you, (Rises) Goodbye. 
Goodbye for now, Mr. Holmes, (Exits) 
(Enters) I ' m Karen Marsh, Mr. Holmes, (Lays 
letter on the desk) 
Thank you, Miss Marsh. Sit down,please. (Miss 
Marsh sits down, Mr, Holmes starts to read out 
loud, drops voice and r eads under breath for a 
few seconds. Then reads aloud) ''I'm sure you 
would like to have heard the speech. 11 Is that what 
I said, Miss Marsh? 
(Lowers he r eyes) That ' s p r actically what you 
said, Mr. Holmes, 
I know exactly what I said, It was "I'm sure you 
would have liked to have heard the speech, 11 
not "you would like to have heard the speech, 11 
Yes, Mr, Holmes, but •. , , 
(Holds up his hand) No explanations, Miss Marsh, 
Let me finish , please. (Reads silently for a few 
seconds) I see you ' ve made a11.o ther change or two . 
• , , • "Jim is having trouble deciding who he should 
put in charge of the new b ranch. II I take it you like 
"who" there better than "whom, 11 And her e you 
have: "Either of the two men is capable of doing 
(continued) 
1.50 , 
Mr. Holmes: 
Miss Marsh: 
Mr. Holmes: 
Miss Marsh: 
Mr. Holmes: 
Miss Marsh: 
Mr. Holmes: 
Miss Marsh: 
Mr. Holmes: 
Miss Marsh: 
Mr. Holmes: 
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(Continued) a good job,. 11 What I said was: 
''Either of the two men are capable of doing a good 
job, 11 Isn't that right? 
I believe you did have it worded that way, Mr. 
Holmes. 
Apparently you didn't approve of my letter as I 
dictated it, Miss Marsh. 
It was a very good letter, Mr. Holmes, but ••• 
. , . ' . 
Wait until I've finished reading the rest of it. 
Let's see what you've done in the next paragraph, 
''The principal of the Business College,. as well 
as several of the teachers, has accepted my invi-
tation. • • 11 You changed the ''have'' in that 
sentence to "has", didn't you, Miss Marsh;?'' 
Perhaps I did, Mr. Holmes, but I really thought 
you intended to say ''has". 
As a matter of fact, I said "have" without realizing 
that it was wrong. Obviously it is correct as you 
have written it. The other errors I put in purposely 
to see if they would be noticed. 
Than you aren't annoyed because I changed some of 
the words? 
On the contrary, I am delighted, When I dictate a 
1 etter I don!t want to have to be bothered too much 
thinking about grammar and yet I want the letter 
correctly written. (Looks at the letter again) Think 
of it! All words correctly spelled! All commas, 
periods and semi-colons in their proper places. No 
excess capitals, Andall grammatical errors cor-
rected~ Miss Marsh, •• you are too good to be 
true" 
. You mean I'm hired? 
That ' s exactly what I mean •. Report tomorrow mor n ··· 
ing at nine. 
(Miss Marsh exits. Mr. Holmes reads the letter a.gainv 
smiling happily) 
* * * * * * * * * * 
• 
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Absentees, make-up work for 
Advertising, as practice writing material 
"After-School Writing Club'' 
Agostina, Rosella M. 
Allen, Bess 
Allera, John 
Amerson, Vera 
Anderson, Dorothy 
Auction of flash cards 
Audio- Visual Aids 
for slow learners 
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"Moving Pictures" 
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11R ecording Machines 11 
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Bangs, Frederick 
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Beginners 
dictation 
reading 
writing 
Bell, Robert 
Benson, Robert S. 
Bergin, Kay 
Bingo 
Black, Bennye D. 
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ruling of 
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Boggess, Louise 
Bowman. Edwin R. 
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B r endel , Leroy 
B r ewington, Ann 
B r ief forms , drill on 
B r own, Bernice E. 
B rowning , Louise 
B r yant , Mrs. Pearl 
Budish, Ber nard E. 
Bugar , Mary 
Bulle t in board , use of 
Businessmen, as dictators 
- c -
Carbon copies of business l etters, use of 
C artoons 
C h a l kb ma r d 9see 11 B1ackboard'' 
Chandl e r 9 D o:t:> o thy L. 
C h a rades 
Ch a rt s , for recording progress 
Chr i s tmas 
assignment 
de cor. a t i ngs featuring shorthand 
Cl ass monitor s 
C l ass r oom 
organization 
procedures 
C l e ar y , Joseph B o 
C liffor d , Dorot hy Heit 
concert" 
244,251,347 
97,199,204 
13, 28, 124, 174,260 
202 
124 
3,272 
4,84,351 
153,203,248,249,269,327 
204 ... 207 
170,171,182 
103,314 
237 
337 
310 
82, 125, 126, 127' 322,323 
101 
206,308 
37,282 
35,36,37,128,157,339 
123,. 153, 157' 186,213,277 
99, 139, 158 
160, 161 
62,133,149 11 Col d n otes'' , reading of 
C oncert r eading , see ''Reading, 
C onnelly. M a r gar e t G. 
C on tests 
Cook, F r ed S . 
Coor di nation of home and class work 
Corin e, Sister M. 
345 ; 346 
10, 11' 53,61' 78, 121' 309, 318, 320, 321 
E09 
333 
101, 102 
Corr ect ion of e r rors, see "Errors, correction of 11 
Corr e ction of papers 288 
119 C uff , W. A . 
D ati ng of n oteb o oks and papers 
Delta P i Eps i lon Committee 
- D -
149, 165 
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Detection of errors , see "Errors, detection of" 
Detring, L. A. 
Deutchman, Vernard V, 
Diary, shorthand 
Dictation 
by pupils 
demonstration by teacher 
developing speed in taking of 
direct on typewriter 
extemporaneous 
for beginners 
from recording machines 
practice methods 
records 
schedule for 
taking of in different positions 
tests 
varying dictators 
Dictation Materials 
copies of business letters 
current information 
holiday features 
legal cases 
local business material 
magazine articles 
nursery rhymes 
original student letters 
P A announcements 
quotations 
radio broadcasts 
teachers 1 letters 
textbook letters 
Difficult words, drill on 
Distribution of papers 
Division of class, on basis of ability 
Dritsas, Ann 
Duffield, Richard H. 
Du Frain, Viola 
Dunbar, Florence W. 
Eagle, Mrs. John 
Ellison, Nellie 
201 
274-384,290,321,322 
324 
31,.46, 70, 153,347 
85 
3~,. 79,81.111, 112, 120 
202,283 
48 
83,265 
208 ... 227 
80 
170.225,230,233,235 
204 
19, 169 
114 
24,84~152.168,170,182 
103,169,314 
45 
75,101,102 
171 
103~104,105 
155,158 
102 
22 
154 
306 
28,29,228 
167,168, 169 
115,214,215 
53,Z68 
37 
121 
169 
13 
262-264 
176 
121 
78, 177,195.270~ 319,320 
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Eng, Georgia Ann 
Enos, Frances B, 
Eraser shields 
Errors, 
correction of 
detection of 
evaluation of 
location of 
Evans, Mary Frances 
Exchange of notes, for concert reading 
Exchange of teachers between classes 
Extemporaneous dictation 
Extra credit work 
Fast learners, teaching of 
Field trips 
File numbers for dictated letters 
Film strips 
Flash cards, use of 
Flood, Hazel A. 
Flood, Kathleen 
Fontana, Anne M. 
Fosdick, Marion E. 
Fountain pens, use and care of 
Four point plan for teaching transcription 
''Future Business Leaders of America'' 
Games 
Gay, W . E. 
Grading 
Graham, Floyd E. 
Grammatical errors, detection of 
Graphs 
Green, Helen H. 
Green, Kathleen S, 
Gregg dictation records 
Gregg, John R obert 
Gress, John J. 
Gulick, Helen 
- G -
72.74.129,134,155,224,236,313 
118,305 
145 
10, 18., 142,. 198 
10r18,142~ 238-241 
254 
296 
112 
17 
24,84 
98 
10; 107., 141 
27.31,39.40,50,278~83,285 
180, 181,. 189 
145 
231,232 
1~,76 
107-109~143,243.261,299 
295-297 
123 
288 
97,110,.344 
134 
342 
75,77,304,313~314,319 
213-217 
287-292,303 
331 
141 
242 
132 
145 
170,225,230 
336 
193,196,228,231,232 
97,199,204 
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Ha1bers1ebert ,. Helen 
Hansen, Lydia E. 
Hart, Ethel 
Heape, Rita Polk 
Henderson, Frances J, 
Hicks, Charles B. 
Hobbies, letters on 
Holiday features 
Holst , Alice La Vergne 
Homework 
assignments 
check on 
- H -
coordination with class work 
secretary 
Hosler,. Russell J, 
Immel, Ada 
Johnson, Sigrid M, 
Ketch, Winifred 
Kilbourne, Marian 
Kneubuehl, Edith L, 
Lafranz, May H. 
Lamb, Marion 
Lanham, Frank 
Larson, Ruth 
Left - handed writers 
Lehman, Dean 
Lemmon, Ona May 
Leslie, Louis A. 
Lifton, Marks 
Lighting of blackboard 
Lloyd, Alan C. 
Location of errors 
Lomax, Paul 
- I -
- J -
... L-
Item No. 
140 
225 
80,146,147,148,150,174,329 
342 
17-70 
255 
22 
75,101,102.206,308 
106,341 
270,326,328-332,335 
37 
333 
334 
285 
205,206 
325 
12 
286 
116, 154,316,326 
136,351 
95,96,252 
222 
6,7,8,138 
87,113 
122,315 
113 
9,110,200,266,267,343 
293,294 
200 
238-241 
296 
133, 135, 136, 137 
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Mailable transcripts 
Make-up work 
Manuscr ipt training 
Mariconda, James 
Mart, Ethel L . 
McDermand, Clarabelle 
McKneely, Elmi:tia 
Melson, Gladys 
Miller , Shirley Anne 
Mine, Melvin 
Monitors ., see "Class monitors" 
:Morrison; Dorman 
Motivation of beginners 
Moving pictures 
Murphy, Glen E. 
Name cards 
Names 
.. M ·~ 
- N -
importance of frequent use of 
writing of in shorthand 
Nervousness, overcoming of 
Newspaper, in shorthand 
New words, teaching of 
l~ursery rhymes, use of 
- 0-
21~86.130 . 132.139.144,146,169 
33 
20 
118 
71 
162,163,.292 
344 
73 
65,172 
115 
226 
266.267. 307,336,337 
236 
126,301 
1' 12 
4 
14, 15, 16 
S7s 59 
280,315 
25,42,47,52~77,253,258 
43,102 
Office Employment Day 150 
Office p r ocedures, simulation of 21,139,141,148,150, 151, 156,159 
160,161,162, 163,169,172, 175, 176,219,338 
Or ganization of Classroom 
see ''Classroom organization" 
():rtrm , Albert J. 
O ut side speakers 
Papers , distribution of 
Passing, developing skill in 
P ar. khur st, Ethel N . 
Pembleton, Helen 
- p -
349 
182-185 
37 
108,109 
98 
122 
• 
p 
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Penmanship 
Pen-Pals 
Pins, as motivation device 
Pinson, Mabel I. 
Place, Irene 
Poems, in shorthand 
Pooling of teachers for practice sessions 
Popham, Estelle 
Posture, importance of 
Prefixes,. teaching of 
Pre-Transcription training 
Proofreading 
Progress charts 
Proportion drill 
Punctuation 
- Q-
Quotations" as dictation material 
- R -
Radio broadcasts, as dictation material 
Rapid learners, see-· "Fast learners" 
Ratliff, Betty Lou 
"Read -down 11 
Reading 
brief forms 
concert 
advantages of 
exchange of notes for 
objections to 
varied plans for 
contests 
correction of errors 
elimination of errors 
for beginners 
for slow learners 
from flash cards 
improving quality of 
increasing speed of 
plan for teaching 
progress record 
remedial 
testing of 
timing of 
270-273 
278 
343 
165 
222 
279 
24 
256,258,259,260 
95 
177,178 
249 
238-243 
69.82,125~126,127~205,322,323 
113, 123 
244-249 
306 
28,29. 228,. 229 
168, 173, 179, 180 
11 
13, 38, 124, 174, 260 
65,67,71 
17 
9 
9. 2 3, 5 ~. 6 5 
11,53 
10,1S,49,50,51 
7,8,10,52 
18,352 
25,59 
13,76 
48,52,55,56,61 
1,. 5, 58, 66,67 
352 
69 
6 
49,50,51,53 
5,56~60,63,66,67,235 
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Receptionist 9 duties of 
Recording machines 
Referen ce library, personal 
Renshaw, Wallace 
Roberts, Audra L. 
Rogers, Elizabeth L. 
Roscoe, Gladys D. 
Rose, Billy (quoted) 
Rosen, Seymour 
Rowe , Clyde E. 
Ruling the blackboard 
Scribbl e writing 
Secre t ary 
by the week 
for a day 
for faculty members 
Shadow writing 
Sharp , Ella Becky 
Shostak, R osa1yn R. 
Size of outlines 
Skeltr ow, Elaine 
Slow learners, teaching of 
Smith; Alma 
Snow, Nelda 
Socialized recitations 
Speciosa , Sister M. 
Speed- Rate Game 
Speed r ecor ds 
Spe lli:q.g 
11Spot Reading'' 
Stenson, Violet 
Stewart , Marie M. 
Stief, Mrs. Frank D. 
Straub , Lura Lynn 
Str ong , Madeline S. 
S tuar t, E s ta Ross 
Suffixes , teaching of 
Sullivan, Wilma L. 
Super ior pupils, 
see ''fast learners'' 
.;. R "' (Cont.) 
- s -
36 
208~227,233 
252 
257 
142,312 
100,. 166 
125,323 
188 
83 
97 ,199 •. 204 
190 
118, 124 
165 
164.166 
167,. 168 
153 
127,197,339 
157,.334, 335,.340 
118 
131 
25,30* 31,274-277,283,285,286 
245 
218-221 
198 
22,82,91,95,183,189 ~ 207,229.230,231 
304 
69 
249-252,299 
68 
186, 187 
141,298 
170 
210,211,227 
184,185,188,307 
178 
177,178 
117 
' 
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Taylor .~. Syble 
Teacher demonstration 
Teepee, Edith L. 
Testr dictation 
Tetley, Gladys 
Thought retention, drills in 
Tidwell, M. Fred 
Timing 
... T -
different speed groups in one class 
of reading 
of transcriptions 
Tonne, Herbert 
Tracing of outlines 
Transcription 
errors, elimination of 
evaluation of 
for beginners 
from ''cold notes" 
grading 
notebooks 
plan for checking 
plan for teaching 
practice plan 
progress records 
timing of 
"Transcription Aidst', a pamphlet 
Transcripts, mailable 
see "Mailable transcripts'' 
- u- v-
Veon, Dorothy H. 
Visual aids 
see "Audio-visual aids'' 
Vocabulary building 
Voice visits from businessmen 
Walker, Gladys 
Walsh, John V . 
Watkins , Grace V. 
West, Winnifred 
White, Jane F. 
Whitmore, Irol 
Woodward,. Theodore 
L __________ .~ .. ~---
- w -
11 
85 
167,171,181 
114 
235 
39,49,.50, 51, 74~. 90-93 
.89,233 
117 
5,56,60 ~ 63~66,67,235 
129 
130 
106, 110, 122,262 
254 
126,139,287~301 
115, 140 
133,147 
290,296,299 
172 
149 
134,135,257 
136, 137, 143 
126,242,287 
114, 129 
249 
159 
7.253,255,258~259,261~268 
69 
285 
133-137 
308-312 
111,303 
237 
156 
175,212 
-
-160, SUCCESSFUL DEVICES FOR · TEACHING 
Word building drills 
Word families 
Workbooks 
Writing 
- W - (Cont.) 
''After-School Writing Club 11 
brief forms 
contests 
drill 
for beginners 
for left-handed pupils 
for slow learners 
improving quality of 
·increasing speed of 
position 
scribble writing 
shadow writing 
students 1 names 
Young, J. H. 
,..x-y-z-
7,78 
177 
325 
41 
13,38 
13 
45, 81,118, 123 
43,73~106,263,264,265 
87. 113 
25 
45 
3,5,81,268 
88,95 
118 
118,124 
14,. 15, 16 
254 
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